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Electric Typewriters 


Touch the keys of an IBM Electric Typewriter and you'll 
realize instantly that here is a real partner in turning out 
beautiful work. 

An IBM is so easy to operate. Finger and arm travel are 
reduced to a minimum. You save time .. . and energy. 


Give this partnership the advantages of specially designed 


IBM, Dept. G-2 
590 Madison Avenue, N. Y. 22, N. Y. 


O Id like to see a demonstration 
of the IBM Electric Typewriter. 


O Please send brochure. 











IBM Ribbons and Carbon Paper and you have the perfect Name 
combination for quality typing production. Company 
You and your company, too, deserve the benefits of all 9 + 
these partners in perfection. Address 
INTERNATIONAL BUSINESS MACHINES City _ ———— ee 
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With the September issue, we salute the 
secretaries who have contributed to the suc- 
cess of the multi-million dollar textile indus- 
try. In recent years it has branched out to 
include orlon, spun glass and many other 
“wonder” fabrics from the test tubes of re- 
search. Vortex of the booming textile busi- 
ness is New York City’s Seventh Avenue dis- 
trict where millions of dresses, suits and coats 
are designed and created every year by some 
of the world’s leading fashion experts. There 
are many important fashion centers across 
the country, and hundreds of woolen, cotton 
and other textile factories help to keep you 
supplied with the clothes that make the 
American Secretary the best-dressed career 
girl in the world. 


The Secretary 
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You and N.S.A. 


MARY BARRETT, President 


Now that our Seventh Annual Convention has become 
history—leaving with us pleasant memories and friendships 
—we have had a chance to evaluate ourselves. We agree 
that NSA has come of age, that we are members of a ma- 
ture organization. But are you, an integral unit of NSA, a 
mature secretary? 

Mature comes from the Latin “maturis” which means 
ripe, full grown, fully developed. Compared to the imma- 
ture secretary, the mature secretary takes responsibility, and 
the results of such responsibility, good or bad. 

She makes decisions, not in a wishy-washy fashion, but 
with a definite attitude. She has a work capacity which en- 
ables her to function under pressure without explosion. She 
makes the most of her opportunities. She knows what life 
can do for her and she knows what she wants it to do for 
her. She stands for something great. She makes mistakes, 
but as Andrew Mellon said: “A mistake is evidence that 
someone tried to do something.” 

She has attitude awareness, and we know that attitudes 
are more important than facts. She is cheerful, knowing the 
value of a smile. She has spiritual values and is never 
ashamed to let them show. 


The secretary with an immature attitude may be guilty 
even of holding her employer to her level. 


In NSA we are through groping—we know where we are 
going and we know what we want from our association. 
But before we can accept our place in a mature organiza- 
tion, we must be mature members. Otherwise we fight a 
losing battle. 

The most discouraging comment to me as your president 
is to hear so often “our chapter president is weak” and to 
see the chapter falling apart through lack of strong leader- 
ship. Yet, is only the president to blame? The mature mem- 
ber who accepts office looks beyond the prestige and glam- 
our of her exalted position. She takes up the brand knowing 
that through hard work her chapter will progress. But if she 
does not fulfill her obligations, do the members have the 
right to sit back and criticize? There is an equal guilt and 
an equal responsibility. Anything worth having is worth 
fighting for. If yours is a mature chapter, you will not sit 
back and expect the National Association to plan your local 
educational program. You know what is needed and you 
know how to find it. 


If yours is a mature chapter, you screen your members 
carefully, recognizing that the national by-laws must be 
elastic. But it is your responsibility to protect the entire 
association by your wise choice of members. 


In one of our eastern cities, buses have automatic coin 
distributor boxes. It is fascinating to watch these distribu- 
tors in operation as they channel coins of various denomina- 
tions into their proper places. NSA can be likened to these 
coin boxes, channeling information to the mature secretary 
who is ready and waiting for new ideas. 


We would be blind if we could not see that in our daily 
lives we dwell upon the brink of a welfare state—but NSA 
is no welfare state. For everything we take out of NSA we 








Dear Editor: 

All good wishes to you with the new enlarged form of 
THE SECRETARY. Your line-up of editorial features sounds 
wonderful. I’m sure all NSA’ers will take notice of their 
grand new magazine. We're for it 100%. Incidentally, 
everybody in our office reads it. 

Miss Barbara Burns, New York, N. Y. 





Dear Editor: 

Although I am not a member of NSA as yet, I'll be look- 
ing forward to the new September issue of THE SECRETARY 
as announced in your circular to Mr. Clements. A sister sec- 
retary is a member of NSA, and I expect to be initiated 
soon. We'll both be waiting eagerly to see what you've 
“hatched” for September. 

Miss Ellen Lee Stiles, Augusta, Georgia 


(It's “hatched,” Miss Stiles, and here tis. Hope you like it.) 





Dear Editor: 

For several years I have looked forward to each issue of 
your magazine with as much pleasure as my secretaary. I 
would like to doff my hat to this loyal, hardworking group, 
and particularly to my own “good right arm.” You are to 
be complimented on your fine publication, and its appeal 
to these important people who are so necessary to the con- 
duct of business and good human relations in every office. 

Mr. Vincent Carlson, Los Angeles, Calif. 
Dear Editor: 

For three months I have not received my copies of THE 
SECRETARY, and have had to borrow one from another 
Chapter member. I notified the Chapter secretary just before 
I move but to no avail. Can you re-route my magazines? 

Sue C. Schloss, Chicago, Illinois 


(We can, Sue—now that we have your correct address. It's 
best to notify NSA National Headquarters or the publisher 
directly, at least four weeks in advance of moving. You can 
notify by letter or by Post Office Form 22-S. See page 44 
for more details.) 





must put something in. We rise and fall together by the 
weight of our own efforts. 

As president, speaking for your National Board, we are 
willing to work and give everything we possess to insure 
progress, but we have a limit. We lay down a challenge. 
A mature secretary from a mature chapter will pick it up. 
By working together there is no limit to our success. 


The Secretary 
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Miss Marguerite Dodds Lilyan Miller 


SOUTHWEST VICE-PRESIDENT NORTHWEST VICE-PRESIDENT 


Mrs. Shella Sharpe Margaret Heseman 


NATIONAL SECRETARY NATIONAL TREASURER 


Miss Dolores Lang Miss Helen Boyle 





NATIONAL PRESIDENT 


Mrs. Mary H. Barrett 


In accepting national officerships your board recognizes Together we shall forge ahead to another record breaking 
their responsibility in bringing to you an efficient, progres- year. 
sive administration, with every effort directed toward har- Sf) wd, 
mony and fairness to each and every member. We shall be 271}, Bay 2 . ( 
guided by the pledge we took during our installation—to Y 


€ & be successful we must have the cooperation of each of you. President 


The Secretar) 





report on CPS examinations 


Dear Member of NSA: 


As back-to-school time comes once again and NSA’ers 


everywhere plan their fall educational programs, the Insti- 
tute has the following suggestions to make: 


r. 


Wo 


When you approach your local educational institutions 
about developing educational programs for employed 
secretaries in your community—CPS minded and other- 
wise—explain clearly to them the nature of the National 
Secretaries Association and the goals of its CPS. We get 
letters from educators indicating that they do not under- 
stand what NSA and CPS are all about. They do not have 
sufficient information about them. 


. Your educational program does not need to be hinged 


on the CPS. Select courses and topics that will help you 
on your job, that will help you as an American business- 
woman, and that will help you as a-good citizen. 


. It is likely that the courses that will best meet the needs 


of employed secretaries and other businesswomen in 
your community are not the usual “credit courses” given 
in most colleges and universities. In developing educa- 
tional programs, help the educators tailor make courses 
to meet the needs of your group. Survey your own edu- 
cational needs. 


. In some communities it may be posible to form a small 


advisory committee of bosses who will consult with a 


representative group from your chapter and the educators 
in developing practical, down-to-earth, and realistic edu- 
cational programs. 


We hope every chapter develops a good educational pro- 


gram this year. The theme of the NSA convention in Wash- 
ing last July should be our motto: 


“What sculpture is to a block of marble, education is to 


the soul.” 


The CPS Institute 





DR. IRENE PLACE 


The Secretary 


e 


ti | 

















Is it embarass or embarrass? 





What does this Xw mean? 
How shall | write this report? 


Put yourself on the list of more than 200,000 top-notch secretaries using the 


amazing SECRETARY’S HANDBOOK-the secretaries who can easily find 
the answers to any question or problem their employers may hand them. 


INCREASE YOUR EARNING POWER 


It’s the secretaries with the knowledge and all-around effi- 





Check ciency who are holding the highly paid positions of responsi- 
bility in business. There are never enough of these top-notch 
complete secretaries to go around, and today a serious shortage forces 


business to offer higher salaries than ever before in history. 


C Oo N T J N T S You can qualify for one of these high-paying positions—if 


you know the answers. 


® 
WHAT THE SECRETARY’S HANDBOOK 
vases HAS DONE FOR OTHERS 
1. Punctuation More than 200,000 successful secretaries have found the 
2. Capitalization earlier editions of this book an invaluable help. Business firms 
) 3. Hyphenation and Division of all over the country have placed this book in their offices. 
Syllables The new edition is more valuable than ever before — it is 
: designed especially for YOU! If you have any question— 
4. Use of Italics whether you are preparing a manuscript, writing a letter, or 
5. Figures sending an invitation—you will know you are right if you 
6. Spelling have referred to THE SECRETARY’S HANDBOOK for the 
7. Diction answer. Here are 573 pages of easy-to-find, essential facts on 
3. Seeedetions correct form and usage. 
o Fee ee A LIBRARY OF INFORMATION 
AT YOUR FINGER-TIPS 
PART . Facts — THE SECRETARY’S HANDBOOK is a complete 
1. Letter-Writing guide to words that are often misspelled, tricky word endings, 
2. Correct Usage in Letter hyphenation and capitalization, foreign words and phrases, 
Parts: abbreviations and meanings, academic degrees... 
Official Rules — You'll find explicit rules for the formation of plural 
eer nouns, the use of pronouns, agreement of subject and predi- 
Ecclesiastical cate, tense, the principal parts of troublesome verbs, the 
Foreign correct use of adjectives and adverbs, punctuation, numerals 
3. Invitations and figures... 
4. Business Announcements Directions—Here are the directions for proper address, salu- 


tation, and complimentary closing in letters to government 


9. Telegrams, Cablegrams, officials, royalty, military officers, church officials. ... The 
Radiograms correct American, British, French, German, Spanish, and 

6. The Framing of Petitions Italian usages are included. 

7. Writing of Minutes Examples—THE SECRETARY’S HANDBOOK gives actual 

8. The Framing of Resolutions business examples of orders and acknowledgments, letters 


© The foam f Constituti of claim, adjustment, reference and recommendation, letters 
» The Framing oF vonstitutions and cards of introduction, letters making reservations, letters 


10. Writing of Reports of application, congratulation and condolence, social notes 

11. Preparation of Manuscripts and invitations, formal and informal correspondence... . 

12. Compiling a Bibliography 

13. Proofreading SEND NO MONEY 

14. Making an Index Pay Postman Nothing — Mail Coupon Today 

15. Rules for Alphabetical Read and examine THE SECRETARY’S HANDBOOK at 
) Filing our risk. You send no money. After seven days we are sure 

16. Sources of Information you will agree that this is the most amazingly useful reference 


volume you have ever seen. 


Useful to Secretaries 
at your favorite bookstore or 


a nei Mail the coupon today to: 
19. Appendix THE MACMILLAN COMPANY, Dept. TS 5 





60 Fifth Avenue, New York 11, N. Y. 








Do YOU know what IS correct ? 


Is this the way to address an ambassador? 


How should this manuscript be typed? 
What is the salutation for a Lieutenant Governor? 
How shall | prepare this cablegram? 


573 pages—sturdy dark blue cloth 
binding stamped in gold 


The new Seventh Revised Edition brings 
Taintor and Monro’s HANDBOOK abso- 
lutely up-to-date, and makes it more useful 
than ever for solving the problems that face 
today’s secretaries. Complete information on 
correct forms of address now includes offi- 
cials of the United Nations. You'll find the 
chapter on “Telegrams, Radiograms, and 
Cablegrams” thoroughly revised to agree 
with the latest regulations. A greatly ex- 
panded Index refers you to the right page at 
a second’s glance. About this secretary’s bible, 
packed with accurate, current facts, the New 
York Times writes— 


“There is hardly a secretary in all this land 
who would not be glad to have it always 
at her elbow.” 


The Macmillan Co., Dept. TS 5 





inten se ac canta tan tatiana eee ——— 
| 
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60 Fifth Avenue, New York 11, N.Y. 


Please send me a copy of THE SECRETARY’S HAND- 
BOOK on 7 Day Free Trial. I send no money and pay 
postman nothing. If I decide to keep it, I will send only 
$3.95 (check or money order). Otherwise, I will return 


book and owe nothing. 





for the 


With the opening of the fall session of “Law for the Sec- 
retary,” we welcome back our readers (what optimism! ) 
and any new readers of this outstanding publication. 

This article takes up the study of Wills (Oh Johnny, Oh 
Johnny). There is no masculine reference to Wills in this 
discussion. In other words, we are referring to the disposi- 
tion of one’s property after death. 

Now, ordinarily you might think of this as a very dead 
subject. However, we have heard of wiley “wimmen” who 
consider the subject very intriguing. 

At any rate, let us establish the meanings of certain 
words: the person making the Will is called the “Testator”; 
if the person making the Will is a woman, and this seems 
more logical, she is called a “Testatrix” (even here, the 
female is associated with tricks). 

A Will has no legal importance until the death of the 
Testator, for he can change or revoke it at any time prior 
to his death. If one who dies has a Will, he died “Testate”; 
if without a Will, he died “Intestate.” In legal language the 
person who has died is the “Decedent.” 


WO WiLL sg A Will represents, sup- 
! {4 


posedly, the manner in 


which and to whom the 
“Testator” desires to give 
his possessions. 

If one says, “Goodbye 
Cruel World,” and then 
jumps into the lake, with- 
out first having made a 
Will, his possessions are 
distributed according to the laws of the State where he 
resided. Usually the Testator names a person or institution 
to administer his Estate, that is, to carry out the terms of 
the Will. This person is called the Executor. (If such per- 
son is a woman,—well, just think of “Tricks,” and the prop- 
er term will be “Executrix” ). 

Anyone can make a Will, the two almost universal re- 
quirements being that the person must have been of sound 
mind and have reached a prescribed age. 

Bella Donna, a wealthy widow, had been in a mental in- 
stitution for several years, and had been pronounced of un- 
sound mind by a Court. On a hot July day, an attendant, 
Julius Horsefeathers, promised to take her to the seashore 
for a few days to cool off. Bella was so grateful, she made 





by HOWARD P. REUTER, Aétorney at Law, 
Member of the Allegheny County Bar Association 
Pittsburgh, Pennsylvania 


secretary 


a a Will leaving all her money 
Y to him. When Bella died, the 
Y, 
cA 







Will was contested by a cous- 
in, who had never even seen 
her. Bella, being of unsound 
mind, could not make a Will. 

No certain form is neces- 
sary for a Will, but it must be 
written. The only exception is 
a Will made in contempla- 
tion of immediate death, and this must be reduced to writ- 
ing within a certain time prescribed by law. 

A Will must be signed at the end by the Testator. Some 
States require witnesses to the Will. The requirements of 
the law must be met or the Will is void. 

In Pennsylvania, a Testator may not disinherit his wife. 
If he does so, she can “take against” the Will and receive a 
share of the Estate, according to law. (Frankly, husbands 
are a sorry lot! ) 

The alteration or addition to a Will is called “a codicil,” 
which has the same requirements of a Will, for efficacy. 

A Will may be revoked by the Testator destroying it; or 
the making of a new valid Will automatically revokes the 
old one. 

Sam Willit made a Will bequeathing all his possessions 
to his nephew, Al Geddit. Subsequently Willet became 
angry with Geddit and decided to leave everything to his 
cousin Bea Pigg. He made a new Will, had it attested by 
witnesses, but overlooked signing it. He did not destroy the 
prior Will. Upon his death, Geddit inherited the Estate. 

Kay Daver executed a Will dated January 20, 1950. 
Several days later Kay made a new Will dated January 25, 
1950. On February 1, 1951, Kay died, but only the Will of 
January 20 was found. This Will was valid and in full force 
and effect, no subsequent Will appearing. 

After the death of the Testator, a Will is probated, or 
proved, by the witnesses. The Executor takes charge of the 
Testator’s property to distribute it according to the Will. 

Next month we shall either dig up some corpses and con- 
tinue the discussion of Wills, or we may change our minds 
and talk about real property as distinguished from “person- 
alty.” Maybe we'll repeat the story about the man who died 
and left $50,000 worth of “personality.” 

Incidentally, how did you make out on the quiz in the 
July issue? 


Y 
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{ 
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CURRENT EVENTS QUIZ 
This test will tell you how well you're 
keeping up with the world. If you answer all 
twelve questions correctly, you qualify as an REGIONAL MEETINGS AS FOLLOWS: 
“expert” on international affairs. 11-10 right 





means you're well informed. 9-8 right shows REGION I —HOSTESS CHAPTER, TRENTON, N. J. 
you're as well informed as the average per- Tiin Qh 

son. Below eight right indicates that you ime: October 3-5, 1952 

need to devote a little more time to your Place: Stacy-Trent Hotel, Trenton 

daily newspaper and newsmagazine! (An- 

swers are on page 14). REGION II —HOSTESS CHAPTER, CLEVELAND, O. 


Time: October 24-26, 1952 


1. Czar of labor in the steel industry is: 
Place: Hotel Statler, Cleveland 


(a) Philip Murray 

(b) William Green 

(c) John L. Lewis REGION III—HOSTESS CHAPTER, MILWAUKEE 
Time: October 21-November 2, 1952 


2. The new Chairman of the Democratic 


National Committee is: Place: Hotel Schroeder, Milwaukee 
(a) Gov. Mennen Williams 
(b) Wilson Wyatt JULY 1953—Seattle, Washington, NSA CONVENTION 


(c) Frank McKinney 





3. The Mutual Security Administrator is: 
(a) W. Averell Harriman - 
(b) Ernest S. Fox 
(c) Scott Lucas 


| ™ | 
& & 4. He was largely responsible for the prose- | 
cution of the Alger Hiss Case: | | 
(a) Gov. Gordon Browning | 
. 
| 


(b) Sen. Richard Nixon 
(c) Vice President Alben Barkley 


5. Last year’s automobile death rate was 
7.6 persons per 100 million passenger 


Know whu a cold -coke 


—_ This compares with an airline 

eath rate per 100 million passenger ; ; 

aie a: | on @ hot~afternoon is like 
(a) 4.5 persons ’ a 
(b) 10.5 persons | Bucke e Ribbons and Carbons 
(c) 1.3 persons f 

6. The senior United Nations delegate to \ P 
the truce talks at Panmunjom, Korea is: # AU S e iT C osts S oO | ittle 
(a) Admiral Turner Joy } 





oc 


(c) General William Harrison 


(b) General Mark Clark but does SO much for you/ | 
Pr nent 


7. Shah Mohammed Reza Pahlevi is the | 


} 
| 
| 
“working monarch” of: | 
(a) Egypt / ; ’ | 
© | Im yours ,for keeps, if youll WE ON, 
| Just“write for me. I'm alfnost af | 
two inches tall. weigh five oS | 
ounces. I'll brighten your day | 
ust a5 uour Work will be 





8. The man who sent fat ex-King Farouk 
packing is: 
(a) General Mohammed Naguib 
(b) Mohammed Mossadegh 
(c) Premier Hilaly Pasha 


Jiightencd with my >. 





9. Kurt Schumaker was the fiery leader of | 
| 
| 


the: 
(a) — Christian Democratic Buckeye Ribbons and Carbons 
@ ®@ () German Socialiot Passy 7211 St. Claw Ave.,,Cleveland 3, Ohio 





(continued on page 14) 
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accounting, 


simplified 
for 
the busy 


secretary 


by MARY ANNE STROTHMAN, C_P.A. 


Accounting is one of the easiest subjects to master, one 
of the most helpful, and yet it is probably the least generally 
understood activity in business. Expert accountants are gen- 
erally agreed that anyone who can add can understand the 
theory of accounting. This being true, there is no reason 
why secretaries who are intimately associated with business 
should not be able to comprehend what is going on around 
them from a financial standpoint and thus be of greater 
value to their employers. If you have studied accounting 
this information may help to refresh your knowledge of the 
subject. 

In these articles we will go into some of the little under- 
stood but practical things that accountants can do which 
are useful to those not engaged full time in accounting 
work. For example, can you reconcile a bank account? Do 
you know how to prove that the boss should buy you a new 
typewriter or a dictating machine? Have you ever won- 
dered about the balance sheets published in the newspapers 
showing millions of dollars in one list of figures which ex- 
actly balances with millions of dollars in another list? Do 
you understand what happens to all of the money deducted 
from your paycheck? Many people are still wondering about 
the big controversy between the government and the steel 
industry over the question of profits before taxes and after 
taxes. 

This month we shall try to develop a simplified procedure 
whereby you should be able to reconcile the boss’ personal 
bank account. A bank reconciliation is really a written ex- 
planation of the difference between a cash balance shown 
on the bank statement as of a certain date and the corres- 
ponding amount shown in the depositor’s check book or 
other cash record. The items listed in this explanation are 
called reconciling items. This term was developed by book- 
keepers in the early days to make them feel important. The 
most common explanation for differences in these balances 
is “outstanding checks” which is simply the dollar sum of 
a list of checks which the boss or his wife wrote that the 
bank does not know about. Sometimes you will find that 
the boss does not know about them either and we will ex- 
plain how to handle that later. The second most common 
item is “cash in transit” which is a fancy name for money 
on its way to the bank as of the date of the reconciliation. 
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Editor's Note:. Mary Anne Strothman is a cute little trick, 
the charming wife of Walter R. Strothman, 
himself aC. P. A. 
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The following is a simple form which can be used as a 
guide in reconciling any bank account. 


John or Helon Boss, Joint Account 
BANK RECONCILIATION 
September 30, 1952 





Balance per bank statement..................... $2,250.97 
Note 1. Add—deposits not credite 
by bank: 
9/30/52—Salary check 
mailed ............... 1,267.14 
$3,518.11 
Note 2. Deduct—outstanding checks: 
9/ 5/52—Bell Telephone 
Company ........... $12.60 
9/10/52—Public Service 
Company .............. 8.92 
9/17/52—Jones Depart- 
ment Store ........... 75.00 
$96.52 96.52 
Balance per check book, 
| ESR easier er 


$3,421.59 


ADJUSTMENT OF CHECK BOOK BALANCE 
Balance per check book, preliminary $3,443.56 
Note 3. Add—items credited by bank, 

not recorded in check 
book: 
9/12/52—Check from 
Uncle Money- 
bags for birth- 


day present ..... 100.00 


$3,543.56 
(Continued on page 21) 


The Secretary 
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Combination! 


YOU AND YOUR 
REMINGTON 
ELECTRI-CONOMY 





To help you turn out more work, better 
work that’s really pleasing to the boss in 
less time and with little effort, the superb 
new Electri-conomy is the typewriter supe- 
rior to any you’ve ever used before. 

Why? 

Because you type naturally ...no need 
to worry about the changeover from a 
manual typewriter to the Electri-conomy. 
You're right “at home” from the moment 
you start. 

Because you type accurately ... the “just 
right” Natural Slope of the keyboard auto- 
matically adjusts your fingers to the correct 
typing position. 

Because you type faster ... the amazing, 
easy, flowing electric action adds a new 
z-i-n-g to your typing speed. 

Because you type beautifully ...the quiet 
constant action motor assures an easy-on- 
the-eyes uniformity of type impression at 
all times. Distinctive correspondence your 
boss will be proud to sign ... sharp stencils 
... legible, multiple carbon copies are turned 
out with greater speed ... greater ease than 
ever before. 


Send for Free Color Brochure 
“Beauty and the Best.” 
Address requests to Remington 


Rand Inc., Room 2363, 315 Fourth 
Avenue, New York 10,N.Y. 
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DAVE DICKSON 


OutbeMedting 


On Friday evening—the most important Friday evening 
of her life—Julie Deering hurried along the wet sidewalk 
toward the station. Precisely at five o'clock Mr. Abbot had 
placed a cylinder on her desk and murmured “rush.” Some- 
how in her excitement she hammered out the letters and 
rushed away from the office at six. There wasn’t much time 
left; the train from Chicago was due at 6:25. 

The rain splashed around Julie’s ankles and in the chill 
October twilight, electric signs cast bright images across 
the pavement. They shimmered and broke as she walked 
through them. The steamy tantalizing smell of food came 

















































Julie Deering’s Magic Moment was at Hand. And Hurrying Through the 


Rain-Swept Streets to the Station, She was Afraid ... Desperately Afraid. 


from restaurants along the way. Julie wrinkled her nose. 
She was hungry but food could wait. Later she and John 
would eat at the little Italian place on Sixth Avenue. They'd 
order a bottle of champagne, sip it by candlelight, and talk 
—about everything. 

Julie’s pulse quickened. She thought of John’s last letter. 
He'd asked about the Italian place. Was it still there? Cham- 
pagne and candlelight, he said, went hand-in-hand with 
homecoming. The letter was wistful, almost happy, and 
Julie was glad. 

Letters! What magical things they were, transporting love 
and hope across half the world. They had brought to Julie 
a man she had never seen, yet knew that she loved deeply. 


It had begun when she saw the “personal” advertisement 
in the classifieds: “Marine officer, 28, single, would like 
correspondence with young woman. Have no parents or 
living relatives. Presently in Korea.” That was all, except 
for the post office address of a Captain John Stevens. 


There was much left unsaid in the ad, as Julie found 
when she wrote to John. He'd grown up in the city but 


Julie trembled and her legs pumped faster. That couldn't 
happen. Not after everything he’s been through in Korea, 
not after he’d become the axis around which her whole 
world revolved. 


She was nearing the station and the rain started to come 
down harder, lashing at her from lamp posts, mussing her 
hair and ruining the curl. A taxi sloshed past, horn blaring, 
and she jumped away from the sheet of water. 


She ran her fingers through her hair. She had worked 
hard with it but it was naturally mousy and straight. Now 
it was damp and disheveled: She thought anxiously, what 
if John doesn’t like my appearance? What if . . . stop it, 
she commanded sternly. There's no use thinking about it, 
torturing yourself. 


She started across the bridge feeling the sway of it under 
the traffic, seeing a train crawl out of the station on glitter- 
ing rails. Its windows were ablaze and mirrored in the river 
like a string of tiny white lanterns fluttering in a breeze. 


Julie pressed on over the rise in the bridge and down the 


other side. Hurry, hurry, hurry, she thought. Captain John 
will be anxious to meet the girl who 





most of his adult life had been spent 
in the service. He was lonely over- 


has written to him all these months. 


seas and needed somebody to come 
home to, somebody to “know.” Julie 
was lonely too, a kindred spirit. They 
began to write regularly and ex- 
changed photographs. 

She winced suddenly. Those photo- 
graphs! John’s showed a big robust 
man, bemedaled and resplendent in 
dress uniform. He had brown curly 


PARDON ME, YOUR CHARACTER 
IS SHOWING! 

In the course of every human associa- 
tion, it is to be expected that there will 
be periods of tension resulting from an 
inability to quickly adjust thinking to 
the requirements of a given situation. 
Or it may be, and regrettably so, that 
because of the pressure, a character here- 
tofore untested falters under strain. One 
thing is sure—under any circumstance— 
CHARACTER, good, bad or indifferent 
will always show. 


He won't want to wait; he’s had 
enough of that in Korea and Japan. 
And then, finally, in San Diego. 

In the hospital at San Diego he'd 
written. But they were short dreary 
typewritten letters, no more than five 
or six in the long months he was 
there. And before he arrived in the 
States there had been one frightening 


hair and white even teeth and a smile 
that melted Julie’s heart. And Julie— 


ok 
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letter from his commanding general 


* ra ee ° 
It was terse and to the point, “seri- 








drab little Julie—sent a picture of 

Evelyn, her younger sister. She regretted the impulse later, 
and now she was ashamed and afraid. They resembled each 
other, of course, but Evelyn was the beauty in the Deering 
family. Somehow she'd have to explain the subterfuge to 
John. Then she thought hopefully, maybe he won't notice 
the difference. Unconsciously, Julie crossed her fingers. 

She hurried on, oblivious of rain, the bright lights of the 
street, the noisy homeward bound traffic. Her heart pounded 
but not from physical exertion. She thought, I can’t be late. 
I've got to meet the 6:25 or John will think .... 

What would John think . . . do? Probably he would walk 
into the station and search for the lovely face in the photo- 
graph, the face of Evelyn. Then he'd sit down and wait, 
thinking, she didn’t come. Her letters didn’t mean anything 
after all. She was just being patriotic. 


ously wounded . . . dispirited . . . 
needs much encouragement.” 


And so Julie wrote to John every day, offering encour- 
agement and hope. Her letters were long and cheerful and 
none of them mentioned his injuries. Lately his letters were 
longer, showed some excitement at coming home. Julie 
wiped rain and smeared make-up from her cheeks. Anyway 
she had managed to buoy him up a little. 


Then the nagging thought came again, relentlessly, like 
the jab of a needle. I’m homely, plain. Suppose he doesn’t 
like me? Suppose . . . suppose . . . suppose. There was no 
use supposing. She was torturing herself again, needlessly. 
John Stevens would like her as she was, for what she had 
done. As to Evelyn’s picture, she would explain it truthfully 
and take the consequences. 

(continued on page 14) 


The Secretary 
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Beginning — A series of articles on 
Letter Writing Technique, written by 
your publisher exclusively for 
THE SECRETARY. 


Every minute of every hour of every 
day more than 40,000 pieces of mail are 
handled by U. S. post offices—an astro- 
nomical 21 billion letters yearly! 

If it takes about fifteen minutes to 
write the average letter (a good letter 
takes longer), the American people 
spend more than 54 billion hours every 
year on this correspondence! And secre- 
taries and clerical people in business 
handle the bulk of it. 

We won't hazard a guess as to how 
long it takes to read this mountain of 
letters—or re-read them when they re- 
semble cross-word puzzles and ideas are 
scattered like chaff on a threshing room 
floor. 

To consolidate this work would re- 
quire a staff of 2,626,000 earnest scribes 


working regular eight-hour days year in. 


and year out. This doesn’t include the 
time of the hundreds of thousands of 
postal workers who handle it. 

Letters are big business in this coun- 
try, an important part of the American 
scene. 

The caveman who scratched the first 
crude letter on a stone some years ago 
had no idea what he was starting. Some 
present day letters, incidentally, are 
harder to understand than that first pre- 
historic missive. 
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They needn't be. Good letters are easy 
to write! 

There are several reasons why every 
secretary must be able to write effective- 
ly. Consider it first from the professional 
standpoint of advancing your company. 
In the long run, what benefits your com- 
pany benefits you. So you're actually ad- 
vancing yourself by writing good letters. 
As your letters improve, they'll be not- 
iced and draw favorable comment— 
quite possibly, a raise for you. 

Good letter writing is also important 
from the social and personal standpoint. 
Regardless of purpose, a letter is an im- 
pression. How many dull stodgy letters 
have you received lately? 

You owe it to yourself to learn to 
write good letters. 

Letter writing and letter form have 
marched side by side with the telegram, 
telephone and other methods of trans- 
mitting ideas. But in many respects, let- 
ters are preferred over these other means 
of communications. 

First, letters exist to provide mass 
communication at low cost. 

Second, letters are an aid to logical 
thought, and the writer has time to 
organize his message. The good letter 
eliminates most of the deadwood of 
ordinary telephone conversation. On the 
other hand, it isn’t as short and clipped 








Yonse os 


HENRY F. REUTER 


as the telegram; it is less formal and 
more friendly. Ideally, letters strike the 
happy medium between wordy tele- 
phone conversation and the curt abbrev- 
iated telegram. 

A well-written letter conveys the same 
thought in a better way than either a 
telegram or the average telephone con- 
versation. While concise, the good letter 
leaves nothing to be desired in the way 
of information. Millions of letters have 
been written to confirm telephone con- 
versations! In many instances, it would 
have been better to use the letter alone, 
since it expresses the subject more con- 
cisely and clearly. Letters also involve 
less expense and time—particularly in 
the case of long-distance communication. 

Letters also serve as permanent rec- 
ords of all sorts of business transactions. 
Hence, good letters are accurate. 

Another important purpose of a good 
letter is that it serves as an emissary of 
good will, even when refusing some- 
thing! It also acts as a direct spokesman 
for an individual, group, company or 
organization. 

Letters are substitutes for personal 
calls. They are the personal representa- 
tives of your company from Broadway 
to Hollywood Boulevard and points be- 
tween. Like any human representative, 

(continued on page 38) 


The Secretary 
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ROBOTYPER (114) 


The Robotyper is a mechanism that 
produces individually typewritten letters 
to long lists of people at 135 words per 
minute. It is capable of producing 150 to 
200 letters per day. Main feature of the 
machine is that all typewritten letters are 
“personalized.” It can be attached to any 
standard typewriter without alteration to 
the typewriter itself. 








OFFICE MACHINE STAND (115) 


The Cramer Model No. OMS-1 deluxe 
office machine stand features a machine 
holder and guard rail along the back 
ledge. The unit is of heavy cast aluminum 
and rubber extrusions on the bottom edges 
of the domes “freeze” the stand to the 
floor in working position. The casters are 
retractable ball-bearing type. 


(continued on page 25) 


While Audograph takes 
the dictation, waits 
through interruptions, 
catches the words and 








reads them back, she’s saying i ures hake on the ae. oe ae staff 


work . 


. . making quick decisions . . . being charming and efficient. 


And the Audograph makes transcribing so much easier! Green lights 
tell you how long the message is. Red lights warn you of corrections. 
You just dial to the sentence you want to hear back. Not a chance 


of missin 





AUDOGRAPH sales and service in 180 
U.S. cities. See your Classified Tele- 
phone Directory under “Dictating Ma- 
chines.” Canada: Northern Electric 
Co., Ltd. Abroad: Westrex Corp. 
(Western Electric Co. export affiliate) 
in 35 countries. Audograph is made by 
The Gray Manufacturing Company — 
established 1891 — originators of the 
Telephone Pay Station. 
TRADE MARK “AUDOGRAPH” 
REG. U.S. PAT. OFF. 


a word — or making a needless error! 


Wouldn’t you like to try the modern way, too? 
The coupon will bring you the whole story — to 
show the boss! 


Get the story on Audograph today— 


The Gray Manufacturing Company, 
Hartford 1, Connecticut 


Please send me the Gray Audograph Booklet AC-9. 














“OCTOBER MEETING” (cont. from p. 11) 


Julie dashed into the station out of 
the downpour. She closed her umbrella 
and walked rapidly down the steps into 
the waiting room. She looked at the big 
clock on the wall. 6:26. According to 
the bulletin board the train from Chi- 
cago was five minutes late. She sighed 
in relief. 


6:27. 6:28. 6:29. Now the minutes 
dragged where before they had fled. 
Julie shifted nervously from one foot 
to the other. She pressed her hair into 
place, straightened the wrinkles in her 
new dress, hurriedly patted fresh make- 
up on her face. She bit her lips, at once 
eager to see the man she loved and torn 
by doubts. A lump rose in her throat. 
This first meeting was so important. So 
very important! 


The train rumbled in, clanking over 
the switches, its flanks steaming like a 
winded animal's. The station agent 
rolled back the door to the platform and 
people milled around it, waiting for 
loved ones to enter. 


After an eon of tense watchfulness, 
she saw John. Tall and handsome in a 
green uniform, he walked slowly down 
the platform. A fellow officer carried his 
bag, touched his elbow. Julie strained to 
see him through the dusk. 


“Seriously wounded,” the general's 
words came to her with a rush. But John 
wasn't limping; he was whole. Then 
Julie saw the twisted grin on his face, 
mechanical, frozen, sightless. 


She cried out softly, not with disap- 
pointment or despair but with pity and 
sorrow born of love. At that moment 
Julie knew she loved John Stevens more 
than she could ever love any other per- 
son. Her mousy hair and plainness, the 
ugly picture episode, faded into remote- 
ness. John would never know, never 
care. 


One problem was resolved but in its 
place was an infinitely larger one. A 
challenge to be met with courage and 
determination. Julie squared her shoul- 
ders and smiled through misty eyes. She 
ran onto the platform to meet Captain 
John. In her heart was tender yearning, 
the ageless yearning of a woman for 
possession of the man she loves, no mat- 
ter what the price. 





CURRENT EVENTS (cont. from p. 7) 


10. Several weeks ago, the United States pro- 
claimed dne of these countries a free 
commonwealth, autonomous in internal 
affairs under its own constitution. Which 
one? 

(a) Cuba 
(b) Honolulu 
(c) Puerto Rico 


11. Flying saucers are thought by the Air 
Forces to 
(a) Guided missiles 
(b) Temperature inversions 
(c) Visitors from outer space 


12. Before his death, Senator Brien McMa- 
hon, who received 16 first ballot votes 
at the Democratic National Convention, 
was: 
(a) Chairman of the joint Senate- 
House Atomic Energy Committee 
(b) Head of the R. F. C. 
(c) Chairman of the Senate’s Armed 
Forces Sub-Committee 


QUIZ ANSWERS 
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PRESENTING .. . 
MARGUERITE DODDS 
S. E. VICE PRESIDENT 

Miss Dodds is secretary to C. S. 
Thorn, President and General Manager 
of Birmingham Electric Company. 

Miss Dodds is a charter member of 
the Birmingham Chapter. She has served 
as Treasurer and President of the Chap- 
ter and on the following committees: 
Finance, Membership, Public Affairs, 
CPS, and Publicity; also as Southeastern 
District representative on National Edi- 
tors’ Committee 1951-52. She was in- 
strumental in inaugurating scholarship 
program which Birmingham Chapter 
sponsors. While serving as Chairman of 
CPS Committee she worked with Asso- 
ciated Industries in publicizing CPS and 
NSA throughout all of Alabama. She is 
thoroughly familiar with policies and 
problems of NSA on all levels. She has 
attended numerous Regional and Dis- 
trict meetings and the National Con- 
ventions in Houston, Texas, and Wash- 
ington, D. C. 
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° true love is like 
Buckeye Ri bbons and (arbons. 
Know why? 
You get a lift in living 


Irn almost two inches tall 
and \'m yours for Telling my 
people youd like to own me. 
I'll sit™on your desk and 
papers, 
I'll Be your friend and helper, 
just like youll find my 


Buckeue Ribbons and Carbons 
7211 StClair Ave. Cleveland 3, Ohio 


vom both 











The Secretary 

















news from the four corners of N.S. A. 


SOUTHEASTERN DISTRICT 
ODESSA HENSON 

LAND OF THE SKY CHAPTER ( Ashe- 
ville, North Carolina) held a get-togeth- 
er the weekend of September 6 at Bent 
Creek Ranch. This annual event pro- 
vides a wonderful opportunity to pro- 
mote good fellowship and for NSAers 
to get to know each other. 

* * * 


CAPITAL CHAPTER held a picnic at 
Palisades Park on August 23, inviting 
husbands, boy friends, and prospective 
members. The Chapter’s June meeting 


centered around a study of Formosa, 
with Dr. O. L. Dawson presenting the 
March of Time film “The Formosa 
Story” and the China News Service col- 
ored film “Guarded Island.” 

* * * 

ATLANTA’S summer outing was held 
August 1, at which time prospective 
members were entertained at a “ham- 
burger party” at the beautiful Wein- 
stock Florist outside grill. 

* * * 


GADSDEN CHAPTER (Gadsden, Ala- 
bama) is planning a very active year 
with President Ethel Poole ably steering 
the new craft. 





The Hawkeye Chapter, Des Moines, Iowa, 
held its installation meeting on June 11, 
1952. Front Row Seated: Past Presidents 
Marguerite Howard (1943); Hilda N. 
Hart (1945); Louise Johnson (1946); 
and Irene Loftus (1948). New 1952-1953 
Officers: Madeline Long, Corresponding 
Secretary; Jeanne McCabe, Treasurer; 
Jeanne Henwood, President; Dorathea 
Plambeck, Vice President; and Lucille 
Wesson, Recording Secretary. Past Presi- 
dents Helen A. Moe (1949); Mary I. Fitz- 
gerald (1950); and Mary Holstad (1951). 


After being installed as President of the 
SYRACUSE CHAPTER, Mrs. Irene Mar- 
tin was presented with a bouquet of roses 
from her boss, Mr. Ralph H. Gillum, Syr- 
acuse District Manager of the Atlantic 
Refining Company. 


The Secretary 





MONUMENTAL CHAPTER (Baltimore, 
Maryland) Vice President Virginia Lam- 
brow, Baltimore’s nominee for Secretary 
of the Year, was given a two page spread 
in the magazine section of the Sunday 
Sun—excellent write-up and fetching 
photographs. 

During the National Convention the 
Chapter was honored by Governor Mc- 
Keldin with a proclamation, a telegram 
of good wishes, and a batch of sunfiow- 
ers (state flower) buttons. The Balti- 





Utica, New York, Chapter held its second 
annual Secretary for the Day Project on 
Monday, May 12th. Gertrude Miller, NSA 
member and chairman of the project, is 
shown giving dictation to Dorothy King, 
the guest student from the Utica School 
of Commerce. 


more Belles were known as “the sunflow- 
er girls with the black bathroom.” The 
“Baltimore Suite,” provided through the 
generosity of one of “the bosses,” Victor 
Frenkil, had such a “thing,” construct- 
ed of black marble. Tours were conduct- 
ed and “collected admission” netted 
$2.61! 

Two of the Chapter members were 
recently honored—President Jean Funk 
was selected to serve on a panel of 
judges for Dale Carnegie Institute; Mar- 
iclean White was elected Vice President 
of her Sorority at its National Conven- 
tion in Little Rock. 

The American University of Wash- 
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national news news from the four corners of NSA 
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SOUTHEASTERN DISTRICT 
(continued from page 15) 
ington, D. C., graduated Mildred Grif- 
fin with an A (only 3 A’s given!) ina 
unique and original course in “Ghost 
Writing.” Class composed of ghost writ- 
ers for many Representatives, Senators, 
State Department big wigs and on up 
to the very top! Mildred says she is 
really a “ghost to ghost.” That's a new 
role for a secretary and should rate a 
special article!! 

* * * 


OAK RIDGE CHAPTER (Oak Ridge, 
Tennessee) was launched July 11 with 
24 Charter members. The following of- 





Pagoda Chapter (Reading, Pa.) Officers 
for 1952-1953. (Seated) Miss Bettylou 
Hartzell, Past President, and Miss Vir- 
ginia K. Eich, newly elected President. 
(Standing) Miss Rosie E. Donofrio, Vice 
President; Mrs. Ruth D. Glass, Corres- 
ponding Secretary; Miss Mary E. Jarrette, 
Recording Secretary and Miss Mildred E. 
Faust, Treasurer. 


ficers were installed by Virginia Town- 
send, President, and Virginia Blanchard, 
Vice President, of the CHATTANOOGA 
CHAPTER: Mrs. Dessie B. Gentry, Pres- 
ident; Helen L. Zang, Vice President; 
Edith Zarzecki, Treasurer. Mrs. Katie 
Stonecipher is Chairman of the Mem- 
bership Committee; Mrs. Vivian Powell 
will be Historian and Editor of the bul- 
letin; and Clella Sharp will head the 
By-Laws Committee. Monthly meetings 
will be held in the Directors’ Room of 
the Oak Ridge Hospital. 
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SOUTHWESTERN DISTRICT 
Mrs. GLADys V. BAUER 

The LITTLE ROCK CHAPTER (Little 
Rock, Arkansas) held its Founders’ Day 
banquet on June 2 in conjunction with 
the celebration of National Secretaries’ 
Week. Mrs. Allene Smith installed the 
1952-53 Chapter officers in a candlelight 
ceremony, followed by initiation of five 
new members. Special guest for the 
event was an outstanding secretary of 
the Greater Little Rock area who was 
presented with a bouquet of red roses 
by Miss Florence Lawson, President, and 
a lifetime Shaeffer pen by the Chairman 
of National Secretaries’ Week, G. W. 
Bailey, Jr., District Manager for the Dic- 
taphone Corporation. 

* * * 


REDBUD CHAPTER (Oklahoma City, 
Oklahoma) held a picnic at the home 
of Mrs. John Wilson on July 2. Enjoy- 
ing the Bar-B-Qued ribs, salad, baked 
beans, and ice cream were 22 members 
and 9 guests. 

* * * 


So many favorable comments have 
been received on the article by T. D. 
Wakefield, Vice President of F. W. 
Wakefield Brass Company, Vermilion, 
Ohio that we wish to express our appre- 
ciation and thanks to Ann W. McGuire 
of the WILSHIRE CHAPTER (Los Ange- 
les) for gaining permission from Mr. 














California-Arizona Division ICC luncheon 
held at Long Beach, California. Left to 
right: Anne Murtha, San Diego Chapter; 
Pat Fisher, Long Beach Chapter; Grace 
Garratt, ICC Chairman, Southwest Dis- 
trict; Gladys Bauer, ICC Chairman, South- 
ern California-Arizona Division; Evelyn 
Juhl, Queen Beach Chapter, Long Beach, 
California. 





Installation of Officers of Alton Chapter 
(Alton, Illinois). New officers seated, left 
to right: Virginia Elfgen, corresponding 
secretary; Melba Toupno, vice president; 
Frances Metzger, recording secretary; 
Phyllis Jones, president. Retiring officers 
standing, left to right: Lovetta Beck, cor- 
responding secretary; Ruby Morten, presi- 
dent; Peggy Hamby, recording secretary; 
Viola Welling who was re-elected treas- 
urer. 


Wakefield to print “The Bright Lights 
Can Get You” in the July issue. 
* * * 


Following personal interviews with 
high school graduates, review of grades, 
pictures and letters as to “Why I Want 
To Become a Secretary,” Mrs. Elmer J. 
Aglietta, Chairman of the Scholarship 
Committee of the SAN D1EGO (Califor- 
nia) CHAPTER announced at the July 
meeting that Miss Marilee Hurst, Coro- 
nado, California, was the winner of a 
complete secretarial course at Kelsey- 
Jenney Business College. 

* * * 

Scholarship awards were presented to 
three local high school graduates by 
scholarship chairman, Vi Coulter at the 


July meeting of the QUEEN BEACH 
(continued on page 18) 


New officers of Marquette Chapter, Peoria, 
Illinois. Seated left to right: Marion 
Clarke, Incoming President; Mary Hess- 
ling, Retiring President. Officers for new 
year, standing left to right: Marguerite 
Hayes, Recording Secretary; Annis Draper, 
Vice President; Gloria Nutley, Corres- 
ponding Secretary; and Mathilde McCart- 
ney, Treasurer. 


The Secretary 








| nearly lost my boy friend |" 














1. “I was always late to dates . . . until we got our 2. “With the TIME-MASTER always handy, the Boss dic- 


Dictaphone TIME-MASTER. When there’s last-minute dic- tates any time he pleases without having to call me! That 
tation to take, it stays after hours for me! And during the gives me the chance to get out ‘rushes.’ Then I tran- 
day it saves lots of work!” scribe when it’s convenient!” 














3. “Transcribing is a snap! Words come out radio-clear. 4. “The Dictabelt catches every word. This marvelous 
The TIME-MASTER’s Magic Ear is light as my pearl-button plastic belt record slips in and out of the machine easily. 
earrings. It doesn’t muss my hair, “either. I hardly know And when I’m finished, I file it, mail it, or throw it away. 
it’s on!” It’s simple as all that!” 


Every minute counts for you in the busy business office. See how the TIME-MASTER can 
give you extra time for more important work. Send for your free copy of the 76-page 
secretarial handbook ‘Letter Perfect” today. 

















| DICTAPHONE CORPORATION, .% T-92 
| 420 Lexington Ave., N. Y. 17, N. Y. 
DI! 6 | APH O N E l Please send me my free copy of “‘Letter Perfect.” 
| Your Name 
THE GREATEST NAME IN DICTATION | o . 
TIME-MASTER—The Modern Way to Dictate | gs a aaress 
“Dictaphone” is a registered trade-mark of Dictaphone Corporation | City & Zone State 








national news news from the four corners of NSA 
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SOUTHWESTERN DISTRICT 

(continued from page 16) 

CHAPTER (Long Beach, California) 
with new president, Madeline Ferguson 
presiding. Plans were also made for 
Ways and Means project, “jewelry par- 
ties” to be held in July. 





Tower Lights Chapter, Austin, Texas pre- 
sents Lorene Bolt, (left) retiring ICC 
Representative and Secretary of the Year 
1951; and Adele Pilling, retiring Vice 
President and Social Chairman. Both girls 
attended the National Convention in 
Washington, D. C. to round out the year 
of representing Austin, Texas. 





The newly installed officers of Rogue 
River Chapter (Medford, Oregon) are 
shown receiving several hundred postage 
stamps from Dr. L. Paul Walker of Mercy 
Flights, Inc., a non-profit local air ambu- 
lance service. The stamps were used by 
the secretaries to mail out renewal sub- 
scriptions to members of the ambulance 
plan. Shown standing from left to right: 
Dr. L. Paul Walker; Mrs. Kathryn Thom- 
as, President; Mrs. Margaret Robeson, 
Treasurer; Mrs. Kay Jandreau, Second 
Vice President; Mrs. Evelyn Schroeder, 
I. C. C. Representative. Seated left to right 
are: Mrs. Janice Erwin, Recording Secre- 
tary; Mrs. Wilda Fabrick, First Vice Presi- 
dent; and Darlyne Rudd, Corresponding 
Secretary. 
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NORTHWESTERN DISTRICT 
Mrs. LAURIE MAE SANDERS 

Ah, the good old Summertime! Sec- 
retaries of BOOK CLIFF CHAPTER 
(Grand Junction, Colorado) are as ac- 
tive outdoors as they are within the 
confines of their offices. Twelve of them 
recently drove about 100 miles into the 
mountains for a picnic lunch, after 
which they hiked two miles up a 35° 
trail to beautiful Hanging Lake. Then 
they drove to Glenwood Springs for a 
dip in one of the largest outdoor pools 
in the world. Leave it to a secretary to 
exude such energy! 

* * * 


NSA’ers of MINN-ARROW CHAPTER 
(Duluth, Minnesota) drove to Rose 
Lake for a picnic dinner, and even a del- 
uge of rain didn’t dampen the fun or 





the appetites. VICTORY CHAPTER (Wa- 
terloo, Iowa) was more fortunate as far 
as weather was concerned —the skies 
were blue; however, some uninvited 
guests in the form of mosquitoes came 
to picnic on the picnickers. Members of 
GOPHER CHAPTER (Minneapolis) en- 
joyed their annual week-end outing at 


‘Phillips Lodge, Alexandria, Minnesota. 


* * * 


AMANUENSIS CHAPTER (Eugene, Ore- 
gon) received a lot of publicity during 
National Secretaries Week, what with 
presenting a skit on one of the Eugene 
radio stations and having articles and 
pictures printed in the local newspaper. 
Since this publicity, the chapter has re- 
ceived numerous calls from girls inter- 
ested in becoming members of NSA. 





New officers of Detroit Transcript Chap- 
ter for 1952-1953. Left to right: Geneva 
Daniel, Vice President; Grace Hill, Cor- 
responding Secretary; Edna B. Brown, 
President; Jane Hunter, Recording Secre- 
tary; and Rosemary Coon, Treasurer. 


New officers of the Gadsden Chapter, 
Gadsden, Alabama. Left to right are: 
Helen Driskell, Treasurer; Juanita Part- 
low, Corresponding Secretary; Bennie 
Johnston, Recording Secretary; Marcella 
Lawler, Vice President; and Ethel Poole, 
President. 


Like Squirt, it pays to get “in the public 
eye.” 


* * * 


In Pocatello (Idaho) the TEEPEE 
CHAPTER'S scholarship to Idaho State 
College Vocational School has been 
awarded to Reva Moody of Soda Springs. 


* * * 


ROGUE RIVER CHAPTER (Medford, 
Oregon) with the aid of Professor Al- 
win Miller, has arranged to have South- 
ern Oregon College in Ashland desig- 
nated as an examination center for the 
CPS examination this Fall. 

Eleven secretaries of Omaha ( Nebr.) 
and Council Bluffs (Iowa), received 
certificates from the University of Om- 
aha this week, after completing one of 
the first essential courses leading to the 
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Certified Professional Secretary exam- 
inations. 

The women had studied Business The- 
ory for Secretaries under Dean Carl W. 
Helmstadter, director of the University’s 
technical institute and dean of the ap- 
plied arts and sciences college, who pre- 
sented the certificates. 

Omaha has been chosen as one of the 
34 centers for examinations, with the 
first ones scheduled for October. 

Additional courses leading to the ex- 
ams will be offered the year round at 
the University, beginning in the fall. At 
the University interested secretaries may 
take free tests of typewriting and short- 
hand proficiency before taking refresher 


courses. 
* * * 


NORTHEASTERN DISTRICT 
Mrs. PAULINE F. MILLER 

Marjorie Porter, President WORCES- 
TER (Massachusetts) CHAPTER address- 





The Walking Blood Bank Project of The Pontotoc Chapter, Ada, Oklahoma. Seated, 





New “Gopher Chapter” (Minneapolis, 
Minn.) Officers: In the usual order, Doris 
Childs, Corresponding Secretary; Lois 
Mattson, Vice President; Ruth Otis, Out- 
going President; Maureen Clark, Presi- 
dent; Marion Kerr, Recording Secretary; 
and Bernadette (Bernie) Dickerson, Treas- 
urer. 


picnic. It is reported a good time was 
had by all! 

CON BRIO CHAPTER (Bloomington, 
Illinois) enjoyed a Scavenger Hunt at 
Miller Park. 


. * * 
FLOWER CITY CHAPTER (Rochester, 


New York) plans to sponsor a play at 
the Arena Theatre—Good Luck Roch- 


with back to camera, is Susie Wilson, President. On opposite side of table is Miss Laura 
Walker, employee of the local hospital, and Mrs. Ethel Black, medical technician. The 
men shown are members of the Odd Fellows Club who were being typed. Other Ponto- 
toc Chapter members were helping with forms, typing, greeting people, etc. 


ed the graduating class of the Salter Sec- 
retarial School. 
* * * 


BEAVER COUNTY CHAPTER presented 
$100 scholarship award to Eva Skvolka, 
employee of Beaver Trust Company who 
plans to attend night school at Garfield 
Business Institute. 

* * * 

Country house of Mr. and Mrs. George 

W. Gleasner (Margaret Dwyer Gleas- 


ner, third National President NSA) was 
the scene of BUFFALO CHAPTER annual 
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ester!!! And congratulations to Mrs. 
Thomas Tucke and Mrs. Marjorie Ad- 
ams—both have been appointed to the 
Governing Board of the Council of So- 
cial Agencies of Rochester. 


* * * 


FRAMINGHAM (Massachusetts) invit- 
ed Helen Coney of Boston to officiate 
at Chapter Installation of Officers. Fine 
inter-chapter relationship. 

Because he enjoyed “Boss Nite” so 
very much Harley L. Swift, President 
Harrisburg Railways, was determined to 





do something nice for the HARRISBURG 
CHAPTER—and so he placed a bus at 
their disposal. Over the “hills and 
through the dales” merrily went the 
Harrisburg Chapter, sight-seeing, pic- 
nicking—a glorious evening. 


The second annual Secretary for the 
Day Project of UTICA CHAPTER, 
Utica, New York, was held this year on 
Monday, May 12th. Students from each 
of the Utica high schools, as well as the 
School of Commerce, were brought into 





New officers of Minn-Arrow Chapter (Du- 
luth, Minn.) From left to right: Margaret 
Rosen, President; Thelma Scharbillig, Vice 
President; Maxine Abbott, Recording Sec- 
retary; Margaret Walgren, Treasurer; and 
Jane Lund, Corresponding Secretary. 


various NSA offices to assume the duties 
of the secretaries, thus giviag them an 
opportunity to put into actual practice 
the theories and the mechanics of the 
commercial subjects which they had 
studied throughout the school year. The 
project had the endorsement of Rocco 
A. Lopardo, Superintendent of Schools, 
who expressed the desire to have the 
program expanded in future years to 
include all the high schools in the Utica 
District. 

The students were entertained at 
luncheon at the Hotel Hamilton, at 
which time a brief discussion on Busi- 
ness Psychology was presented by our 
Utica Chapter member, Gertrude Miller. 
Gifts were presented each “Secretary for 
the Day” and, upon being interviewed 
by the Press, each student expressed her 
appreciation for the opportunity of gain- 
ing such practical insight into office pro- 
cedure. 

The project enjoyed an unusual 
amount of publicity and seems to have 
provided us with a much coveted “in” 
with the local press. 
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NSA 


invades the capital... 


WASHINGTON, D. CG 


by MRs. MARGUERITE W. HORCHOW, Associate Editor 


OUI OUI, MADAME! This was a 
familiar phrase heard as some one thou- 
sand secretaries invaded our National 
Capital and the Shoreham Hotel for the 
seventh NSA annual convention during 
the week of July 21-27. Didn't you just 
love the French atmosphere, together 
with the attentiveness and courtesy ex- 
tended by the hotel personnel? 

Monday, Tuesday, and Wednesday 
brought our members to the registration 
desk from all parts of these United 
States. The three pre-convention days 
were spent in touring Washington and 
vicinity . . . covering many interesting 
and historical spots. 


THE SHOPPING MART . .. planned 
and set up by our National Vice Presi- 
dent, Mrs. Lilyan Miller, opened offici- 
ally on Wednesday morning and the 
sales for the first day set the pace for 
one of the most successful projects of 
its kind attempted by our Association. 
At the close of business on Sunday, July 
27, our proceeds for the NSA Home 
Program had mounted to $2,980, from 
the Mart. 


OPEN HOUSE ... in the beautiful Ter- 
race Room on Wednesday evening was 
sponsored by the Southeastern District 
Chapters. These gals with their southern 
hospitality, assisted by just enough 
“males” to add gaiety and good enter- 
tainment, really gave us a rousing get- 
together. 


THE FIRST BUSINESS SESSION . . . 
on Thursday morning found all good 
secretaries up and on hand promptly... 
with the ever popular shorthand note- 
book and pencil ready to take notes. The 
convention was called to order by its 
Chairman, the charming Margarette 
Bibb, past Southeastern Vice President, 
from Memphis, Tennessee. Following 
the singing of our national anthem, the 
invocation, memorial services, and the 
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official welcome by city officials and hos- 
tess chapters, an inspiring keynote ad- 
dress was given by Robert E. Slaughter, 
Vice President, Gregg Publishing Divi- 
sion, McGraw-Hill Book Company. Us- 
ing our own convention theme “What 
Sculpture is to a Block of Marble, Edu- 
cation is to the Soul,’ Mr. Slaughter 
stressed the importance of education as 
our chief objective in reaching our goal 
as a professional group. He constantly 
reminded us that “education is big busi- 
ness, good business, and our business.” 
He said it is “our business as supervisors 
in an office to promote education for our 
personnel.” He was generous with his 
praise of the success of our CPS pro- 
gram and its possibilities in the future. 


OUR NATIONAL PRESIDENT .. . 
Mrs. Mary Hagan Barrett is to be highly 
commended for the success and brevity 
of our first business session. She was 
fortunate in having the services of an 
outstanding Parliamentarian, Colonel 
Roane Waring, a grand southern gentle- 
man, an Honorary Member of NSA, and 
boss of our own Margarette Bibb (his 
“Maggie” ). The business at hand, deter- 
mining our policies for the ensuing year, 
and the one or two “situations” (ah, yes, 
we have them too) which arose were all 
dispensed with methodically and effici- 
ently in a manner befitting our profes- 
sion. We were enjoying luncheon in the 
delightful Palladian Room pretty nearly 
on time. 


“THE DALE CARNEGIE CAPSULE 


COURSE .. . proved to be one of the 
most welcome highlights of the entire 
convention. This workshop, held on 
Thursday afternoon, exceptionally “fem- 
inine,” was conducted by Mrs. Florence 
Schoonmaker, National Director of the 
Dale Carnegie Course for Women. Point- 
ers she asked us to remember included— 


1. To keep our legs in one line after 
crossing them, 





2. To never fall into a chair... but 
to sit down easily. 

3. Not to let our hands look tense 
when we are sitting down. 


We also learned how to remember 
names by first affixing an impression of 
the person, repeating the name, then as- 
sociating the name with something. Mrs. 
Schoonmaker gave us some new ideas 
in makeup. If we heed her suggestions of 
using a good baby oil to remove cos- 
metics; lanolin stick for night cream: 
witch hazel for skin lotion; and soft lead 
pencils for eyebrows, we need not worry 
about financing our way to Seattle in 


1953. 


WORKSHOPS .. . of the more serious 
type were held on Friday morning. 
“Women in the World of Business,” was 
discussed by Mrs. Vera Green, Assistant 
Secretary, Botwinik Brothers, of Massa- 
chusetts, Inc., Worcester, Massachusetts. 
“Women and Finance,” was the topic 
of a talk by Dr. Wilford Eiteman, Pro- 
fessor of Finance, University of Michi- 
gan, Ann Arbor, Michigan. “Supervision 
and Management,” problems were pre- 
sented by June Ayers, of the Administra- 
tive Office of the Board of Governors 
of the Federal Reserve System, Wash- 
ington, D. C. June is an NSA member. 
The discussion following these work- 
shop presentations was moderated by 
Dr. Irene Place, University of Michigan, 
Ann Arbor, Michigan, (NSA member). 


The second series of workshops on 
the Friday morning agenda included two 
on World Affairs, with twenty minutes 
given to presentation of each, followed 
by two forty minute question and an- 
swer periods. The first was “Role of the 
United States in the Present Internation- 
al Situation,” presented by Walter Wil- 
liam Birge, Jr., Foreign Service Officer, 
U. S. Department of State . . . the sec- 
ond, “The Accomplishments of ECA in 


(continued on page 24) 
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“ACCOUNTING” (continued from page 8) 


Note 4. 


Deduct—items charged by 
bank, not recorded 





in check book: 

9/11/52—Ladies’ Dress 

SHOP oe sooo$100.00 
9/21/52—NSF check of 

Mr. Slowpay...... 20.00 
9/25/52—Service charge.. 1.97 

$121.97 121.97 
Balance per check book, 
_— ietehat Rae 








$3,421.59 


As you can see, all differences (reconciling items) are 
sorted into four groups and inserted in the proper place in 
the above form. 


Note 1. 


Note 2. 


Note 3. 


Note 4. 


Deposits not credited by bank are easily found by 
tracing all the deposits listed in the check book 
to the bank statement. If you can’t find them on 
the bank statement, list them in Item 1. Incident- 
ally, make sure Mr. Boss isn’t still carrying the 
mail deposits around in his pocket. 

Outstanding checks are found by sorting the ones 
returned by the bank according to date or num- 
ber and then checking them off on the check 
stubs. The ones not checked off on the stubs are 
listed as outstanding under Item 2. If there are 
a good many outstanding checks, list them on a 
separate schedule or an adding machine tape and 
attach to the form, showing only the total under 
Item 2. Ordinarily, the subtraction of outstand- 
ing checks from the sum of bank balance and de- 
posits in transit will result in the check book 
balance. If so, you need go no further. If not, you 
will have to see what is wrong with the check 
book balance. 

Items falling into Group 3 should have been dis- 
covered while tracing deposits (Item 1). They 
would appear as unchecked deposits on the bank 
statement. A tactful inquiry on your part will 
usually remind the boss that he has the deposit 
slip at home, but he remembers that the deposit 
represented a check from Uncle Moneybags. 
The first listing under Item 4 would already have 
been discovered in trying to trace the cancelled 
checks (Item 2). Try to be out of the office when 
the boss calls home about this one. The NSF 
(meaning “Not Sufficient Funds”) check and 
the service charge would usually be explained on 
special debit memo slips from the bank which 
accompany ‘the statement. You should remind 
the boss to record all of the items under 3 and 
4 in his check book so that his adjusted check 
book balance agrees with the final balance on 
your reconciliation. 


If the foregoing procedure does not result in a true recon- 
ciliation, test the mathematical accuracy of the bank state- 
ment itself. Even banks make mistakes, once in a great 


while. 











MODEL “Ss” 


You have ‘“‘safety insurance’’ on costly 
office machines with Tiffany. That’s 
why most fine offices that are equipped 
for maximum efficiency and machine 
protection use Tiffany Stands. Ex- 
tremely heavy all-steel construction 
and the many wnusual features found 
in Tiffany Stands make them “first 
choice of office workers and manage- 
ment everywhere.” 


MODEL “SS” 


LEFANY, 












Vacationing this Fall? 

Why Not Take One of These 
Delightful Week-End Trips? 

They’re Budget-Wise, Fun and Within 
Easy Reach by Train, Plane or Bus. 


look where 


youre going! 
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Harvest Time In Hood River Valley. 


Weekends, joy of the career girl, suggest a number of 
short trips that can be taken comfortably within a two or 
three-day limit with no strain on the purse strings nor the 
disposition. Come fall, with its tingling air and classic foli- 
age coloration, the big crowds will have dispersed and most 
resorts lower their rates until closing or until the high win- 
ter season begins. Some offer special inducements after 
Labor Day as for example Holiday House Hotel on Lake 
George where one and a half hours’ free riding daily is a 
come-on for the period between September 8 and October 
15. 


The physical surroundings in the Berkshire Hills, never 
more attractive than in the autumn months, make it a per- 
ennial favorite. Ease of access from many eastern cities is 
another contributing factor, with New York City a matter 
of about three hours by rail. As a suggestion, Egremont 
Tavern in South Egremont, Massachusetts, is a delightful 
place in which to escape the high pressure of city life in 
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a quiet New England village and a restored 200-year old 
inn that combines modern comfort with a genuine Colonial 
atmosphere yet with all recreational facilities close at hand. 
Single rooms with private bath, in the Tavern or unique 
Old Grist Mill, cost from $10 daily with meals. Round trip 
transportation from New York via New York Central, 
$11.82 Pullman, or $7.36 by coach. There are other places 
in the Berkshires catering to fall guests. Among these are 
a dude ranch and several resorts geared to the young crowd 
who enjoy outdoor sports. 


For charming informality and a continuous round of 
activities, residents of Philadelphia, New York, and cities 
or towns of central Pennsylvania, will appreciate Split Rock 
Lodge, high in the Pennsylvania Poconos. Theoretically at 
least, there’s something going on day and night with year- 
round sports and social directors on hand to plan fun for 
every season—dancing, movies, tennis, lawn sports, cycling, 
riding, hiking, to name but a few. Although recreation is in 
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& = the main directed to the young, active set, it is in no sense 
regimented—the guest always chooses. Rooms, with bath, 
in the Lodge run from $15 daily with meals, or rooms in 
“bachelor quarters,’ $9 daily with meals. Rail transporta- 
tion from New York, round trip, $9.76; from Philadelphia, 


$7.80. 
| City dwellers along the middle eastern seaboard will en- 
| joy the balmy weather of Virginia's fall for short excursions. 


According to the location, weekend visits will be of a golf 
and tennis or riding and hiking nature, with social activi- 
ties at the hotels and a bit of history thrown in for good 
measure. East of Richmond is restored Williamsburg, Co- 
lonial capital of Virginia, and one of the truly great achieve- 
ments of our times. Lodging at Williamsburg Inn runs from 
$7 daily; at Williamsburg Lodge from $6 daily. Meals 
would average $4 or $5 per day at the Lodge; several dol- 
lars more at the Inn, famous for its traditions of southern 
hospitality. Beside the fascinating tours through the re- 
stored area and the many special activities, there are avail- 
able golf, tennis and bicycles on the grounds, and riding 
horses within a mile of the hotels. Round trip rail trans- 
portation from Baltimore is $11.89; from Washington, 
D. C., $9.18. 


the popular fall months—some throughout the year. Dell 
View Hotel on Lake Delton, Wisconsin, contrasts the 
luxury-service angle with the casual informality of a coun- 
try estate, and provides exclusive recreational facilities for 
every age, or relaxation and rest, in the heart of the famed 
Wisconsin Dells. Hotel station wagon meets all trains at 
the Dells, only three hours by rail from Chicago, less from 
Milwaukee. For those with a long weekend, no area could 
be more alluring than the North Woods in Wisconsin dur- 
ing October and November. Deer Trail Lodge has every 





Taking a spin on picturesque Lake Harmony at beautiful Split 
Rock Lodge in the Pocono Mountains of Pennsylvania. 
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The mid-West has a number of resorts open throughout ° 





Just outside the restored area of Williamsburg, the Williams- 
burg Inn provides fine accommodations for visitors to the city. 
It is one of two hotels operated for the convenience of visitors, 
sharing attention with Williamsburg Lodge which offers mod- 
erate-priced accommodations and meals. The Williamsburg 
Inn, opened in 1937, is in an architectural style reminiscent of 
the Virginia springs hotels of the early 19th century. It is 
furnished in the Regency style. Just off its south terraces is a 
nine-hole golf course, an outdoor swimming pool, tennis courts 
and other sports facilities. 


advantage and every piece of equipment for indoor and out- 
door recreation at no extra charge to the guest. Their all- 
inclusive rates take in the use of boats and riding horses, 
and with the advent of fall rates drop anywhere from ten 
to 20 per cent. Thus a single room with bath, normally rent- 
ing for $15 per day American Plan, would drop to $12 per 
day from October 15 to December 15. Air transportation 
is available from suca points as Chicago, Minneapolis, Du- 
luth; one way air tare from Minneapolis, $13.95. By rail, 
the North Woods <ection of the “Hiawatha” connects Chi- 
cago and Milwau!.ee with Heafford Junction, two and one- 
half miles from the resort. Only 90 miles from Chicago by 
motor is Starved Rock Lodge, an attractive and comfortable 
log and stone structure situated on a high bluff in Starved 
Rock State Park of Illinois. Rustic in appearance yet mod- 
ern in every feature, emphasis is on informal living and 
the surpassingly beautiful out of doors are conducive to 
sports and hiking tours to nearby points of scenic and his- 
toric interest. Rail transportation from Chicago, round trip, 
is $4.50. Rooms rent from $9 daily with meals. The in- 
formal, woodsy theme swings into Michigan’s pine country 
at Johnson’s Rustic Resort, boasting a wide selection of 
games and lawn sports, fishing, hunting, boating—or loaf- 
ing. “While at the Rustic,” their slogan goes, “Be Yourself.” 
Resort is open until December 1, with rooms for $5.50 
minimum daily, without meals. Rail from Detroit, round 
trip, to Roscommon, the nearest railroad station, is $13.33. 

(continued on page 42) 
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NSA INVADES THE CAPITAL, Washington, D. C. 


(continued from page 20) 


the Reconstruction of Western Europe,” 
by John C. Hulley, Acting Chief of the 
European Regional Staff, Mutual Secur- 
ity Agency. Moderator for these discus- 
sions was Carlton A. Barrett, Vice Chair- 
man, National Foreign Relations Com- 


Nellie Tayloe Ross, Director of the 
Mint; H. D. (Tony) Clark, Member of 
the Board of Directors and former Pres- 
ident, of Carborundum Company; and 
Dr. John F. Latimer, Assistant Dean, 
College of General Studies, George 





Three Secretary of the Year winners, Lois Anne Dryer of 
Buffalo, New York, Ruth S. deBouver of Stamford, Con- 
necticut and Mary P. Lenting of Kalamazoo, Michigan with 
Mr. S. L. Hooper, Remington Rand, Inc., following the 
Secretary of the Year awards. 


mission, The American Legion . . . better 
known to NSAers attending this con- 
vention as “Mr. President of NSA.” 


“SECRETARY OF THE YEAR”... 
a title deservingly coveted by fifty-three 
of us who accompanied our “butterflies” 
down the ramp in the Blue Room Friday 
noon could only fall to one secretary, 
with two runnersup. Comely Lois Anne 
Dryer, President-elect of the Buffalo 
(New York) Chapter of NSA captured 
the title for 1952-53. Miss Dryer is sec- 
retary to a stock broker in Buffalo. She 
is petite . . . has dark brown hair and 
dark eyes .. . and a most pleasing per- 
sonality. Runnersup were Ruth S. de- 
Bouver, of Stamford, Connecticut, and 
Mrs. Mary P. Lenting, of Kalamazoo, 
Michigan. I am sure that the other forty- 
nine entrants join me (also a contestant) 
in extending congratulations and best 
wishes to the three winners . . . as we 
return home to proudly uphold the same 
local title in our respective cities for the 
ensuing year. All NSA members, we are 
sure, join with us in offering felicita- 
tions. Final selection must have been a 
difficult task, and the job was well done 
by the judges, who were The Honorable 


Washington University. (See page 34- 
35). 

On the program to conclude the Sec- 
retary of the Year Luncheon were the 
movie “Tournament of Roses,” courtesy 
of the Pasadena, California Chapter, and 
“Styles to Tempt Secretaries’ Hearts,” 
flown all the way from Phoenix, Ari- 
zona, courtesy of Valley of the Sun 
Chapter. 


THE FINAL BUSINESS SESSION... 
on Saturday gave us our 1952-53 Na- 
tional Officers, pictured elsewhere in 
this issue . . . amended by-laws to be 
furnished each NSA member . . . recom- 
mendations from national committees, 
including acceptance of State Organiza- 


- tion on a trial basis . . . selection of New 


York City as the 1954 convention site 
and a windup of unfinished business ac- 
claimed by all visiting delegates and al- 
ternates to be for the best interests of 
our NSA future. 


THE BANQUET ... in the Terrace 
Room, on Saturday night, was, as usual, 
the highlight of the convention. Presen- 
tation of National and District Awards 
was followed by Installation of National 


Officers, with Past President, Mrs. Mar- @ f) 


garet Dewyr Gleasner presiding. This 
service in its new dress, complete with 
the singing of The Lord’s Prayer by a 
Washington, D. C., member (easily rec- 
ognized as a professional) was favorably 
received by all in attendance. Our 
MARY, also known as National Presi- 
dent, never has to speak at great length 
. she has a way of saying much in a 
short time . . . pledging you the same 
loyal service she has given in the past, 
supported by another efficient board, 
was a glorious ending to this, our SEV- 
ENTH ANNUAL CONVENTION. 


PUBLICITY . . . was outstanding and 
in spite of any adverse articles you may 
have read here and there across the 
country, one thousand secretaries did 
not go to Washington intent on “re- 
forming the boss,” . . . on the contrary, 
we like them, otherwise we would not 
be working for them. 

PS... . The ever popular door prize 
gifts were indicative of the grandeur of 
the entire convention planning. W ASH- 
INGTON, D. C. . . . Margarette Bibb, 
Convention Chairman . . . Julia Parks, 
Convention City Chairman .. . all com- 
mittee chairmen and members . . . and 
chapter members .. we SALUTE YOU! 
AU REVOIR! 


NATIONAL AWARDS 


Bulletin 
Trophy for Bulletin—awarded to “Pitt 
Patter” (Pittsburgh Chapter). 
Second prize—awarded to “Whirlpool 
Whispers” (Niagara Falls). 
Third prize—awarded to “Hawkeye Key 
Hole” (Des Moines). 


Scrap Book 
First prize—Worcester, Massachusetts. 
Second prize—Los Angeles, Calif. 
Third prize—Chattanooga, Tenn. 


Membership Awards 
For highest percentage increase—Hous- 
ton, Texas. 
Increase of greatest number of members 
—New York City. 


District Awards 
Northeast—New York City. 
Southeast—Birmingham. 


Secretary of the Year 
Lois Anne Dryer 
Ruth S. de Bouver 
Mrs. Mary Lenting 
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VOICERASER MODEL VE-2 (116) 


Through the use of the VoicEraser, 
Gray Audograph records can be resur- 
faced and re-used up to fifty times. When 
the plastic record is processed in the unit, 
heat floats the plastic back into the 
grooves and restores the surface in about 
three seconds. The machine washes the 
record as it erases. 





DSJ VARI-TYPER (117) 


The Coxhead DSJ Vari-Typer writes 
with instantly changeable print-type faces 
in all the popular styles and sizes. The 
keyboard is standard and allows type to 
be composed in the office. The unit can 
be used to produce catalogs and parts- 
lists with the cold-type process. 





MILLERS FALLS EZERASE 
PAPERS (118) 


This attractive booklet, describing Mil- 
lers Falls Ezerase Bond and Onion Skin 
papers, is available to readers free of 
charge. It contains samples of these new 
patented papers with remarkable erasing 
qualities; corrections in typewritten copy 
can be made with any regular pencil eras- 
er, leaving no smudge or telltale messy 
marks. Available in all standard weights 
and costs no more than regular good bond 
paper. 

(continued on page 39) 
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"i'm sure of 


this Stencil... 


it’s PROCEL... 


by 


Remington 
Rand!” 


PROCEL’ 


STENCILS 





She knows superior stencil results are certain 
when she reaches for a PROCEL Stencil. That’s because 
PROCEL’S sensitive plastic coat responds to any typing 
touch, light or heavy, to yield copies of uniform, print-like 
appearance. And “stencil eyestrain” ends as PROCEL’S 
white cushion sheet makes each stencil so easy to read. 

PROCEL’S long, uniform runs save retyping 
| stencils in the middle of a job. Their combined strength 
| and sensitivity reduces cut-outs and type-clogging...aids 
| fast, non-detectable correction. Further, PROCEL is ideal 
for illustration, stylus and pen work! 

Next time you type a stencil, reach for PROCEL 
...and see how easy stencil typing for outstanding 


results can be. 
For a FREE demonstration and more information, write 


| 

| 

| Room 2364, 315 Fourth Avenue, New York 10, or call your 
| local Remington Rand Business Equipment Center today. 


Remington Fand 
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Dipping hemline and a flared tunic 
effect for Adele Simpson’s short eve- 
ning dress of imported grey ribbon- 
ized lace and nylon net From the de- 
signer’s collection for fall and winter 
1952-53. (Jewelry by Vogue; shoes by 
Madamoiselle. ) 


Adele Simpson’s Fashion Hints for Fall 
\ VAANA NAA 
Co AALVAVAN \VANAANAAS ASS 


Do you walk into a room a good-looking, well-dressed 
woman or a miscellaneous collection of hat, face, dress, 
hands, and shoes? 

The atractive “unit,” or the distracting “piecemeal,” look 
depends solely on your attitude toward clothes-buying and 
the way you see yourself in the looking glass, according to 
one of America’s prime “look”-setters, Adele Simpson. 

“No woman is born well-dressed, and to achieve real chic 
requires far more than cash,” Mrs. Simpson said. “The first 
rule for any woman is to look, look, and look again until 
she sees herself as a whole when she looks in the mirror. 
Being ‘dressed’ or merely HUNG with stylish fabrics, mixed 
colors and obtrusive accessories is all-important but it is 
not magic and it can be easily learned. The trick is to main- 
tain a wardrobe, not a grab-bag assortment of clothes and 
accessories.” 

Here are Adele Simpson’s rules for crystallizing your 
clothes and you into head-to-toe perfection no matter what 
you spend a year in shopping: 
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1. Invest in a full-length mirror and put it in a good 
daylight location. A triple mirror if possible, but if not, 
keep a hand mirror handy so you can look at your back and 
profile every time you dress. Always dress completely in 
the bedroom and have one last long look with your hat on 
and your handbag in your hand. Ten to one you'll pause to 
take off something or rearrange your hair. 

2. Pull every bit of wearing apparel you own out of the 
closet and the drawers at one time and group together the 
complete costumes according to what goes with what. Ana- 
lyze the things that don’t seem to “jell” with the rest. Will 
you ever wear them? Can you use them in your fall cos- 
tume planning? If not, have a “fire sale” among your 
friends, or trade or give them away. Nothing can be pretty 
enough in itself to overcome the handicap of looking out- 
rageously wrong with the rest of your costume. 

3. Unless you are a recognized genius at mix-matching 
(about one woman in a hundred thousand is), spend your 
whole wad this fall on a complete, three-piece costume by 
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Ensembled for fall—a grey wool taffeta-lined jacket over a 
companion barrel-tucked dress by Parnes-Feinstein—from the 
New York Dress Institute’s recent “Style-Wise” showings for 
Fall 1952. About—$69.95. Sizes—10-20. 


Grey and white novelty patterned zephyr wool and a gun- 
metal leather belt for a J. J. Spar dress—from the New York 
Dress Institute’s recent “Style-Wise” showings for Fall 1952. 
About—$30.00. Sizes—10-20. 
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your favorite designer, maybe a winter suit with a blouse 
to match, or a winter coat with a daytime dress and a fes- 
tive dress both keyed to the coat in shape and color. 


4. “Read up” on the whole fashion scene before you go 
out to shop for your next season's clothes. The ads are 
wonderful and probably designed to tempt you in a dozen 
directions—each one right for some type of woman. But 
the fashion columns and the fashion magazines are to fash- 
ion what critics are to the theatre: good reporters of all the 
news. They ask you to be the judge of what you yourself 
like best. 


5. Clearly see yourself as a type and consciously buy 
“blonde,” “brunette” and so on. If you have grey hair, you 
have a glamour asset that many of the smartest women in 
the world value enormously. 


6. It sounds like the fashion primer, but you may need 
the reminder: make up your mind which you like best— 
fancy clothes or fancy accessories. You can’t wear both at 
the same time and be well-dressed. 


7. Bean expert hunter. Whenever an authority on style 
or beauty comes within reach—at your favorite store, on 
radio or television—be alerted and take all the advice you 
can get. 


8. Learn the value of curves and angles in the full- 
length outline of a figure. A full skirt looks best with a 
small slanted hat or a big flat cartwheel. A straight and nar- 
row line in your dress calls for a soft rounded shape on your 
head. A big full coat looks luxurious and smart above 
dainty feet and ankles. But if you are the flat-walking-shoe 
school, choose a straight or fitted coat. 


9. Dramatic makeup is for dramatic clothes. If you like 
casual clothes in the daytime, keep your makeup natural 
looking. 

10. And remember, you have injured your investment 
in a beautiful suit or dress when you appear with the wrong 
lipstick or a bad coiffure. 


(Photographs courtesy New York Dress Institute) 
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Elizabeth Taylor is shown with a little gadget 
that is an ideal accessory for stenographers as 
well as movie stars. It’s a refillable dispenser 
for hand lotion, meant for carrying in the 
handbag or having inconspicuously handy in 
the office. 


The make-up scheme which will be the fashionable one 
has at last settled into a definite pattern. Essentially, it 
amounts to this: Foundation make-up for the complexion 
will be light in color tone, and applied so thinly as to be 
almost transparent. To prevent any unattractive effect of 
unrelieved complexion pallor, a faint but still definite touch 
of rouge will be apparent. Eye make-up will be dark and 
very delicately and gracefully exaggerated. Not, however, 
grotesquely so, in any early-doe-eye fashion. Lipstick will be 
very brilliant. 


I wish to point out, particularly for the benefit of girls 
working in offices or stores, that the make-up scheme out- 
lined is essentially designed for eveningtime glamour. Its 
basic principles are applicable to the application of a beau- 
tiful daytime make-up, but some restraint should be dis- 
played. 


Fortunately, eye make-up offers the only department in 
which such restraint needs to be worried about to consider- 
able degree. The boldly dark eye make-up scheme which is 
currently so popularly favored is an intriguing and enticing 
one in evening lights. In daytime the same make-up, unless 
applied with an exceptional degree of delicate dexterity, 
can easily look just too obviously “made-up.” 


Do your eye make-up just a trifle more lightly for day- 
time than you do for evening, particularly when it comes to 
the use of eye shadow. Actually, for daytime, you can’t go 
far wrong in eliminating eye shadow completely, or apply- 
ing only a faint touch of brown or grey shadow, rather than 
a more colorful eveningtime tint. 


Let us be very practical and realistic; if you’re a working 
girl, there’s one make-up rule which it often pays to follow: 
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be reasonable about 
make-up boldness 


by May Factor 


FAMOUS MAKE UP ADVISER TO THE SCREEN STARS 


Ascertain the attitude toward make-up held by the profes- 
sional superior, male or female, to whom you must answer. 
During working hours, these preferences sometimes can 
afford the best of all guides for your make-up efforts. 


Hollywood's professional motion picture make-up artists 
have a bag of tricks that cover many interesting and impor- 
tant little details about everyday beauty accentuation. Here 
are a few that could be advantageously practiced by many 
women, particularly those working away from home. 


For instance, for the hairline which has become caked 
with powder or foundation make-up during the day, the 
artist knows how to repair this glamour flaw without re- 
moving the entire make-up. He holds his subject's hair back 
tightly, just above the hairline, and applies a clean, damp 
sponge, rubbing up to and barely into the hair. The sponge 
must be very clean, with all excess moisture squeezed from 
it, and should be turned to a fresh surface with each cleans- 
ing stroke. 


To freshen or touch-up neck make-up which has become 
streaked, fold a few cleansing tissues into a pad. Dampen 
the pad with warm water, and stroke it to the neck just 
firmly enough to remove grime from the make-up without 
completely wiping away the make-up itself. Then, still very 
lightly, resurface the cleansed area with whatever type of 
foundation you've been using. 


Facial make-up can be refreshed and touched-up, too. If 
creamstick make-up has been used, the procedure is ident- 
ical with that just outlined for the neck. If cake make-up 
has been used, use a dry pad of cleansing tissue, rather than 
a moist one. 


The professional make-up artist also knows many tricks 
of illusion, and it would pay any beauty-conscious woman 
to at least become aware of the principles involved in some 
of these. 


For instance, the make-up artist is fully aware that shad- 
owing with make-up will apparently decrease the size or 
prominence of any facial feature. Translated into one actual 
beautifying procedure, what this shadow principle might 
mean to you is that it is capable of making a double chin 
less noticeable. If the extra chin isn’t too prominent, just 


touching it and its surrounding under-chin areas with rouge 


will often effectively minimize its apparency. If it is a really 
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well-developed extra chin, apply a foundation make-up in 
a shade obviously darker than that which you use for the 
rest of your face for this under-chin shadowing purpose. 


This may hardly be advice pertinent to office appearances, 
but you should know it anyhow. When fashion rules that 
gown styles reveal the arms and shoulders, most women 
seem happy enough about this development. 


The little minority of those who aren’t happy is more 
often than not comprised of those whose arm and shoulder 
skins aren't attractively up to such presentation. 


Young backs, shoulders, and arms are often subject to tiny 
temporary skin blemishes. Older ones may have a hint of a 
“crepe” look. Arms, backs, and shoulders which are being 
revealed for the first time nearly always offer a perhaps not 
attractive contrast in color tone to the neck and face above 
them. Or, summer tanning may have made them unattrac- 
tively dry and rough. 


If you have doubts as to how much beauty and appeal 
your neck, shoulders, back, and arms may convey when re- 
vealed by your gowns, you should follow a conditioning 
procedure which doesn’t differ greatly from the one you are, 
or at least should be giving your face. 


Give the decollete area a thorough cleansing cream treat- 
ment. Apply the cream liberally, and spread it with the 
fingertips. Then massage the cream in with a bath-size 
sponge with short, firm strokes, after which, make for a 
shower or tub and start sponging again with lots of soap 
and water that’s really warm. Take your time in the bath, 
for you will be doing the beauty important work of displac- 
ing old skin cells, softening dry skin, and bringing color by 
furthering the circulation. 


After the bath or shower, immediately start to work hand- 
and-body lotion into the still warm skin. Do this long and 
thoroughly, and when you're ready for bed. 


Follow the procedure just outlined two or three times a 
week until the skin of your back and shoulders is as pretty 
as you want it to be. Then, to maintain this attractiveness, 
regularly repeat the routine at least once a week. 


For the decollete appearance, you can’t just make-up 
your face and then stop there. Carry your regular facial 
foundation make-up down over the arms, shoulders, and 
back, or apply make-up blender to them. If you use the Jat- 
ter, be sure it precisely matches the facial make-up in color. 
























Model-actress Pat Tiernan is following Max Factor’s sugges- 
tions that decollete enthusiasts had better give their arm and 
shoulder skin a “facial,” and prepare the skin of these areas 
just as thoroughly as they would that of their faces. 


Hollywood’s beautiful Coleen Gray demonstrating a 
trick that can save minutes for every working gal; 
brushing the hair with two brushes simultaneously. 








In Chicago early last June, a bewildered executive picked 
up the telephone and cheerfully answered: “National Secre- 
taries Day—my secretary is not here!” 

In Los Angeles typewriters were silenced in solemn trib- 
ute to the girls who had whacked them all year long. 

In New York, slim, good-looking Betty Impellitteri, the 
Mayor's wife, a secretary for 26 years, whisked the cover off 
her portable and pounded out a few salvos to prove she still 
knew how. Then she unburdened herself of some sugges- 
tions to help bosses improve themselves. Her husband in 
City Hall took it all rather calmly. 

Cincinnati's gals celebrated Secretaries Day at the ball 
park—saw the Reds in a frenzy of gallantry whip the Phil- 
lies 5 to 3. 

In St. Petersburg 100 of the city’s top businessmen de- 
cided to do the thing right (the St. Petersburg way.) They 
took all their secretaries to lunch at once. 

Prodded by enthusiastic NSA members and Dictaphone 
managers, who served as local chairmen of the Week, the 
mayors of 65 cities and five state governors dusted off their 
official seals, unrolled their parchment scrolls and by the 
powers in them vested, loudly proclaimed the Week to a 
popping obligato of flash bulbs. 





NEW YORK, N. Y.—Mrs. Vincent R. Impellitteri (center), 
wife of New York’s mayor, is shown at Gracie Mansion as she 
accepted honorary chairmanship of National Secretaries Week, 
June 1-7, receiving flowers and a scroll from Agnes K. Peterson 
and C. King Woodbridge. Agnes K. Peterson is president of the 
New York City Chapter of the National Secretaries Association, 
representing 12,000 office secretaries, and Mr. Woodbridge was 
national chairman of National Secretaries Week. The Week was 
held “to honor the secretary, First Lady of American Business.” 
Mrs. Impellitteri is herself a former secretary. 
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NATIONAL SECRETARIES WEEK 


by HARRY F. KLEMFUSS, JR. 
Public Relations 
Account Executive 
Young & Rubicam, Inc. 


By the Week’s end (June 1-7) a lot of tired NSA’ers 
who had bared their inner souls to newspaper reporters and 
had been photographed in a variety of improbable positions 
began to ask themselves: “Hey, wha’ hoppened?” 

To be terse and to the point, the country’s first National 
Secretaries Week, dedicated to “The First Ladies of Ameri- 
can Business,” had happened. It was, according to all reports, 
a rollicking success. It was fun but it was serious too. It 
carried the NSA into virtually every office and every home 
in America. It spread the good word—but good. 

The idea for National Secretaries Week, like most noble 
thoughts, came as a flash from the blue, crackling with in- 
spiration and with a slightly acrid foretaste of perspiration. 
The basic idea was to correct a peculiar situation. 

For years Rosie the Riveter in scarlet bandanna and bulg- 
ing denims had basked in the spotlight as the nation’s No. 
1 girl. Paeans of prose were written of her patriotism, her 
dogged courage, her rippling muscles and so forth. Little 
girls stopped jumping rope to sit wistfully on street corners 
dreaming of the day when they too could climb into denims 
and collect wartime wages. 

Meanwhile, the secretary, seemingly doomed to blush un- 
seen, went on banging her typewriter, taking dictation and 
burrowing through mountains of paperwork. Without the 
scarlet bandanna and other accoutrements, nobody thought 
of her as being particularly colorful—either as an individual 
or in bunches. As for her work, well, shucks, that’s what she 
got paid for, wasn’t it? 

To a few poetic souls, however, secretaries were VIP’s, 
considered one by one or in gross lots. Their work was in- 
dispensable; their professional skills a matter of vital neces- 
sity to the nation’s business. 

One such believer was C. King Woodbridge, President 
of Dictaphone Corporation, who harkened to the idea of a 
national week and forthrightly decided to do something 
about it. He was abetted by Mrs. Mary H. Barrett, National 
President of the NSA, who immediately visualized the 
Week as a springboard which would lift the NSA and its 
Institute for Certifying Professional Secretaries to new 
heights of national prominence. 

Just before cherry blossom time, Mr. Woodbridge ar- 
ranged a meeting in Washington, D. C., between Charles 
Sawyer, U. S. Secretary of Commerce, and Mrs. Barrett. The 
Secretary (with a capital ‘S’) declared he was in accord with 
any program that would help secretaries with a lower case 
‘s. He was, in fact, well acquainted with secretarial prob- 
lems, upper or lower case, locally or nationally. Upshot of 
this get together was the registration of National Secretaries 
Week for June 1-7 and the creation of a National Secre- 
taries Week Council. 

(continued on page 44) 
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Gentlemen, some of them, prefer blondes... 
But surveys also show 

That Blondes prefer a typewriter 
From which words really flow!’ 


The UNDERWOOD Rhythm Touch Deluxe’ 


















Some men think redheads lively; 
They speed up life so much! 

But redheads crave a set of keys 
With light and easy touch‘ 


The UNDERWOOD Rhythm Touch Deluxe! 













Some males prefer brunettes, ) 
Efficient first to last; 
But brunettes lean toward typewriters at 
That get the work out fast. es 


The UNDERWOOD Rhythm Touch Deluxe! 





Underwood Corporation 


Typewriters ... Adding Machines . . . Accounting Machines 


Carbon Paper ... Ribbons 
iy 7 One Park Avenue New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 


© !951 Sales and Service Everywhere Prk 


Made by UNDERWOOD... Typewriter Leader of the World 
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Insurance is truly big business—the biggest in America. 
Out of the ten largest billion-dollar enterprises in our coun- 
try, four are in the insurance field. In the top twenty billion- 
dollar businesses, seven are represented by insurance com- 
panies. 

These are the large insurance companies and there are 
many hundreds of smaller firms. All this adds up to a tre- 
mendous career field for secretaries . . . one of the biggest 
—and best—in America. 


Insurance risks are underwritten to provide protection 
for an emergency. By spreading the risk over many people, 
insurance companies make it possible for us to buy protec- 
tion at far less than our potential loss might be. Buying in- 
surance is an investment in protection against unforeseen 
events. 


To keep the risk involved at a minimum insurance com- 
panies have developed a four-point plan for investigating 
risks: (1) safety, (2) adequacy of return, (3) regularity 
of return, and (4) liquidity. 


A career’as a secretary in the insurance business is also 
an investment. This investment can be tested by some of 
the time-honored suggestions used in investments. As you 
examine this career opportunity on the basis of the four 
requirements of a good investment, you'll be convinced that 
it is one of the most attractive career fields open to secre- 
taries. 


First, let's consider the safety factor. During the depres- 
sion of the early thirties, insurance companies didn’t reduce 
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the number of people working for them. There were, of 
course, some shifts of jobs, but in most instances the insur- 
ance companies did not release their employees when it was 
difficult to find other jobs during the general business slow- 
down. 


One large insurance company has over thirty million in- 
surance policies in force. These policies require constant 
handling—letters to answer questions, notices of premiums, 
recording payments, and paying benefits. Thus, you can see 
that it would be impossible for this company, or any other 
insurance company, to discharge their secretaries with such 
a large volume of work in good times and bad. 


Your career as an insurance secretary is safe. 


Second on the list of requirements for a good career in- 
vestment is adequacy of return. Does an insurance career 
reward you for your efforts? You'll find that your local in- 
surance companies pay adequate wages for the skills re- 
quired. . 


Insurance companies grew to their present business stat- 
ure not by keeping salaries at an absolute minimum, but by 
paying an adequate wage to get first-call employees. Salaries 
will naturally vary in different sections of the country and 
with different positions in the business; but regardless of 
where you are or what you are doing, your income will be 
as good, if not better, in insurance than it would be in other 
fields of business. 

Benefits will be good. Insurance companies have been 
leaders in providing special benefits for employees. Part of 
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this has been brought about by the fact that they sell insur- 
ance which provides pensions and retirement pay for other 
business organizations. Thus, they found it necessary to set 
a good example in their own companies. 


Working conditions are far above average. Everything 
in insurance is figured at an absolute minimum cost. 
Through continuing studies of efficiency the insurance com- 
panies have discovered that better working conditions in- 
crease the output of their secretaries. Many labor saving 
devices have been installed in insurance company offices to 
make working much more pleasant and comfortable. 


A career as an insurance secretary will provide better 
than average working companions. And you will find emo- 
tional and intellectual contentment as well as the usual 
material rewards. 


Your career as an insurance secretary provides adequacy 
of return. 


Third, let’s consider the factor of regularity of return. 
Insurance is not a business with peak employment periods 
during a busy selling or production period, as we have seen. 
It is regular day-in-and-day-out employment. 


Insurance policyholders get promotions 
every day. They discover that they can af- 
ford more insurance or need more or dif- fegreey 
ferent protection at different times during 
the year. Death benefits are continually 
paid ... fire losses occur almost every hour 
during the day . . . the work of the insur- 
ance company goes on in much the same 
manner year after year. 


Peaks and valleys in the insurance business are kept at a 
minimum. These employers realize that they will have bet- 
ter employees if they provide steady work and are not wor- 
ried about what they will do after this rush or busy season 
is over. Even when there are extra heavy work loads the work 
is distributed to provide steady employment for secretaries. 


Your career as an insurance secretary gives you regularity 


of return. 


Insurance firms consider liquidity of the investment as 
the fourth factor in selecting a risk. Naturally, you will want 
to do the same in selecting your career field. It is most dis- 
couraging to find that personal circumstances require a 
change and that your preparation for your life work is 
wasted because in the new spot there is not a position for 
which you have trained. 


You will find insurance secretaries in almost every town 
and city in America. Local agents and brokers require help 
in their offices. Large insurance companies have branch and 
district offices all over the country. There are home offices 
of insurance companies all over the country. This will make 
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Heap high the farmer’s wintry 


Heap high the golden corn! 
No richer gift has Autumn poured 
From out her lavish horn! 
—W hittier 


it possible for you to transfer your experience in one section 
of the country to a better-than-average position in your 
new location. 


Then, too, you will find that the work of an insurance 
secretary does not vary a great deal between companies. 
You will be able to adapt yourself quickly to new conditions 
in new insurance companies if you desire to make a change 
in employment. A change of firms in the insurance field is 
not as complicated as it is in many other types of business. 


You will find that your career as an insurance secretary 
provides ample liquidity. 

Positions open to secretaries in the career field of insur- 
ance range all the way from file clerk to assistant to the 
president of the company. Advancement is usually from 
within the organization for secretaries and the starting point 
is determined by your ability, interests, and personality. 


Stenographers may work in a pool and be called on to 
write letters to policyholders in all parts of the country. 
This work may be more routine in nature than some of the 
more advanced positions but it does provide a good starting 
point to learn more about your insurance career field. 


Secretaries work as assistants to the fol- 
lowing people in insurance: underwriters, 
rate makers, mathematicians, bookkeep- 
ers, agents, brokers ,and policy writers. All 
of these positions have interesting aspects 
and it depends on your own interests and 
abilities which you would like best. 

Most insurance companies use aptitude 
tests to determine which type of work would be most pleas- 
ant for you. Through these tests and your conferences with 
personnel managers of the insurance company you will find 
the type of work you want, and are suited to do. 


Requirements for a career as an insurance secretary are 
not much different than in other fields. You will need to be 
accurate in your work. You should like detail. An interest 
in other people’s problems is particularly helpful for ad- 
vancement. Speed is important, but in the insurance field 
it is overshadowed by accuracy. 


Outside activities open for insurance secretaries include 
membership in the national organization of the League of 
Insurance Women. This association has chapters in all of 
the important insurance centers and is active in focusing the 
attention of influential people on the important part secre- 
taries play in the insurance field. 


You will find that your career as an insurance secretary 
offers steady employment, good working conditions, ad- 
vancement, security, freedom of type of work and location, 
and personal satisfaction. 


You will like your career as an insurance secretary. 
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This year's winner of the Secretary-of-the-Year Contest 
is pert, vivacious Lois Anne Dryer of Buffalo, New York. 

The Contest was held in the Blue Room of the Shoreham 
Hotel in Washington, D. C., during the recent Convention 
of the National Secretaries Association. Judges for the Con- 
test, held on July 25, were Nellie Tayloe Ross, Director of 
the Mint, H. K. (Tony) Clark, member of the board of 
directors and former President of Carborundum Company, 
and Dr.. John F. Latimer, Assistant Dean, College of Gen- 
eral Studies, George Washington University in Washington. 

Edward R. Carr, President of the Washington Real Estate 
Board, was master of ceremonies. Barbara Wendt was chair- 
man of the committee in charge of the Contest. 

The candidates were introduced to the judges, and selec- 
tion was based on the following: 

1. Experience and Professional Background 
2. Appearance 
3. Poise 

Miss Dryer scored heavily on all three counts. The judges 
cast their unanimous vote for her and presentation of the 
award—a crown symbolizing the honor and a bouquet of 
roses—climaxed the event. Widespread publicity followed 
in newspapers and magazines across the country. 

Miss Dryer has a record of achievement in several fields. 
Professionally, she is employed by an investment firm in 
Buffalo and is head of the NSA Chapter in that city. She 
shares her success with the Buffalo secretaries and all NSA 
members. 

A pretty brunette, Miss Dryer lives in Kenmore, New 
York, on the outskirts of Buffalo. She has an apartment in 
which, she says, “I have a sincere interest and take pride in 
keeping it neat and attractive.” Miss Dryer has one sister, 
a teacher in the Buffalo elementary schools. Her parents are 
deceased. 

The new Secretary-of-the-Year is well qualified for the 
honor by way of educational and professional background. 
She is a graduate of Buffalo Lafayette High School, New 


can be yours 


York State Teachers College in Buffalo, the Y. W. C. A. Sec- 
retarial School, and Gregg College in Chicago, Illinois. She 
is a fully accredited teacher in elementary school work and 
in the field of business subjects, including shorthand and 
typing. At Millard Fillmore College of the University of 
Buffalo, she has taken various extension courses in Social 
Work, in which she is greatly interested. 


Miss Dryer’s employment record shows wide teaching 
and secretarial experience. She has been a substitute teacher 
in the Buffalo elementary schools and engaged in private 
teaching of business subjects on a part-time basis. For six 
years she was membership assistant and office secretary in 
the city office of the Central Branch of the Y. W. C. A. In 
this capacity she had complete responsibility for the mem- 
bership program, records, volunteer and committee work 
for the entire membership of the Y. W.C. A. in the Buffalo 
district. She later became House Secretary and Office Mana- 
ger of the Suburban Branch of the Y. W. C. A. where she 
supervised five employees. In addition to secretarial work 
for the Branch Executive, she supervised the maintenance 
of the building and assisted with all Y programs and activi- 
ties in an advisory capacity. Office work involved bookkeep- 
ing, correspondence and publicity. 


In 1943 the Secretary-of-the-Year joined the firm of 
Schoellkopf, Hutton & Pomeroy, Inc., Buffalo investment 
bankers, as secretary to Frank W. Tindle, Vice President. 
Her secretarial duties included dictation and transcription, 
scheduling of appointments, filing, and assistance with out- 
side club affiliations. She was also in charge of keeping a 
complete set of books for several trusts engaged in oil pro- 
duction. 

In October 1948 Miss Dryer became secretary to J. Fred 
Schoellkopf IV, a partner in the stock brokerage firm of 
Schoellkopf & Co. In August, 1950, she resumed her duties 
with Mr. Tindle who was made a partner of the firm when 
Mr. Schoellkopf became associated with another company. 
Mr. Tindle is a member of the New York Stock Exchange. 


(continued on page 38) 
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a champion bowler tells 
how to correct your bowling faults 





bowling technique 


by MARION LADEWIG 


Although most of the correct funda- 
mentals of bowling apply to both men 
and women alike, there are certain bad 
bowling habits which women often de- 
velop and for which a proper cure 
should be stressed. 

One of the most usual of these bad 
habits is a lack of timing and coordina- 
tion in the approach and delivery. Too 
many women are inclined to rush their 
footwork, regardless of how many steps 
they use in their approach. Remember, 
ladies, if you use the normal, four-step 
delivery, the first two steps should be 
somewhat slower than the final two. 
After taking the first two steps toward 
the foul line, your body is in motion, 
and you have developed the momentum 
which enables you to move through the 
final steps at a speedier pace. 

Some ladies rush their footwork from 
the beginning, and they arrive at the 
foul line before their arm is ready to 
deliver the ball. By rushing through the 
steps with their feet, they do not give 
the upper half of their body an oppor- 
tunity to move rhythmically through the 
backswing and into the delivery. There 
is no timing or coordination, and the 
results will easily show it. 

Another fault which many women 
develop is an effort to substitute power 
for accuracy in their delivery. This effort 
usually takes the form of a high back- 
swing which almost always ruins the 
timing of the delivery. 

It is important to realize that sheer 
power does not knock over as many pins 
as does an accurately thrown, rolling 
ball. On the contrary, a fast ball often 
leaves embarrassing splits even though 
it strikes the pins in the 1-3 pocket. 
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who slide into their delivery with both 
knees almost rigid. They bend their 
backs as they release the ball, but for 
some reason they do not bend at the 
knees as they slide into the final step. 

One immediate result from such stiff 
knees is a lack of balance which is ap- 
parent to the bowler. Where balance is 
lacking, it is not likely the release of 
the ball will be a smooth and rhythmic 
motion. Try going through the motions 
of your approach and delivery without 
the ball. If you finish your delivery in an 
off-balance position, it may be due to 
keeping your knees stiff. 

Another undesirable result of rigid 
knees in delivering the ball is the ten- 
dency to “dump” the ball down on the 
alley as you bend forward from the waist 
to compensate for the stiff knees. In 
“dumping” the ball down on the alley 





“The ball should be held centered on the body in a position most comfort- 
able to the bowler,” says Marion Ladewig, queen of bowling, who, on Dec. 
15, 1951, broke all records in bowling history with a grand total of 1,981 
pins for eight games over 16 alleys. 


Being the weaker sex, many women 


‘attempt to overcome this “handicap” by 


trying to force extra speed into their 
delivery, thus reducing their chances for 
high scores. It is just not natural for a 
woman to throw a bowling ball as fast 
as a man, and each woman should dis- 
cover what her own natural speed of de- 
livery should be, consistent with proper 
fundamentals and her physical make-up. 

If your timing and delivery are both 
satisfactory and you still are not happy 
with your scores, you may be guilty of 
another female fault—that of not bend- 
ing the knees enough as you release the 
ball. I have seen many women bowlers 





you will generally bounce it and cause 
it to lose whatever natural spin it has. 
Remember the ball should be released 
just after the right arm has passed the 
bottom of its arc in the downswing, and 
your hand should continue forward and 
upward in the proper follow through. 
This is impossible unless you bend your 
knees as you slide forward to release the 
ball. 

There are a number of other bowling 
errors which we women can fall into, 
but by avoiding the major ones listed 
above, we can feel certain our scores 
will improve, and our enjoyment of the 
game will increase. 


The Secretary 











REPORT ON SHOPPING MART PROJECT 


The idea for the Shopping Mart came about as a result of 
Mrs. Lilyan Miller's interest in the NSA Home Project. Mrs. 
Miller is Northeastern Vice President of NSA. 


Mrs. Miller presented the idea to the National Board at 
the September 1951 meeting in Kansas City, and assumed 
responsibility for the project. While the manning of the 
Mart at the Convention was to be done by the members 
from the Northeast District, donations were solicited from 
all chapters in the Association. A monthly Shopping Mart 
letter was sent to all the chapters beginning in January and 
running through May. The volume of merchandise displayed 
in Washington in July bore testimony to the wonderful 
response from the various chapters. 


Members of NSA who had arrived a few days in advance 
of the opening of the Convention set to work on the Mart. 
The grand opening took place on Wednesday morning, and 
the project was closed on Sunday around noon. 


From present indications, a net amount of about $2900 
was raised by the Mart, and will be turned over to the NSA 
Home Fund. The surplus merchandise was returned to Mrs. 
Miller in Akron where she is disposing of it to the best ad- 
vantage, either by direct sale or through the help of the 
chapters. 

NSA’ers everywhere are indebted to Mrs. Miller for her 


guidance of the Shopping Mart Project, and the large sum 
turned over to the Home Fund. 
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The following brochures and booklets are available from 
manufacturers on request from readers or by writing direct 
to The Secretary. 








* * * 


@ A new booklet entitled, “How to Handle Five Tiresome 
Office Jobs . . . with Happier Workers . . . and at Lower 
Cost” explores the relationship between paperwork drudg- 
ery and personnel turnover and concludes that it is essential 
to make clerical tasks more interesting by the elimination 
of tedious and monotonous manual operations. Greater job 
satisfaction through mechanizing the stamping and sealing 
of mail, the opening of envelopes, the weighing of mail and 
figuring of postage, the folding and creasing of different 
types of printed material, and the counting, dating and cod- 
ing of paper forms are explained. Available from Pitney- 
Bowes, Inc., Walnut & Pacific Streets, Stamford, Conn. 


M Millers Falls Paper Co., Millers Falls, Mass. has an- 
nounced publication of an Ezerase Bond and Onion Skin 
Paper Sample Book. Of cotton fiber content, the new patent- 
ed Ezerase papers have remarkable erasing qualities. Cor- 
rections in typewritten copy can be made with any regular 
pencil eraser. Words brush off easily and quickly, leaving 
no smudge or telltale messy marks. 


@ A brochure by Lester Beall entitled, “How to Design 
a Letterhead” is being offered by Parsons Paper Co., Holy- 
oke, Mass. 


The Secretary 














next month 


This cover will introduce you to next month’s issue 
of THE SECRETARY, the second in our new series 
of a larger, more compre- 
hensive magazine. As you 
can detect from this mini- 
ature of October's cover 
photo, we'll be saluting the 
secretaries who are em- & ; 
ployed by farm machinery = ~ 
companies and allied agri- 
cultural product manufac- | 
turers. 

Be sure to follow Anson * jr 
Campbell’s entertainment **"" 
column, and the important 
letter writing series, both written exclusively for 
THE SECRETARY. High on the list of “must” read- 
ing are the humorous articles on law and the ac- 
counting series—both designed to impart a maxt- 
mum of information with a minimum of pain. 

You ll want to read the Short Story of the Month 
every month; chuckle over the humorous pieces 
that will appear from time to time. Some short 
poetry will be published and your contributions to 
this department are welcome. 

Why not drop us a line, telling us your opinion 
of the magazine in its new form? Ideas and sug- 
gestions—as many as we have room for—will be 








printed in the Letters to the Editor column. 

















PRODUCT — ADVERTISING 
FINANCIAL — PUBLICATION SURVEYS 


MARKET DEVELOPMENT SURVEYS 
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NATIONAL MARKET ANALYSIS, INC. 
WOOD AT LIBERTY 
PITTSBURGH 22, PA. 


Inquiries Invited 
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“SUCCESS CAN BE YOURS” 
(continued from page 35) 


Her present work includes compiling 
of analyses of security portfolios for cli- 
ents, keeping commission records for 
salesmen, and maintaining research and 
statistical information. She is also re- 
sponsible for keeping a daily record of 
the firm’s business transactions and filing 
of monthly reports to the New York 
Stock Exchange and New York Curb 
Exchange. 


Buffalo-born and bred, Miss Dryer 
has many hobbies and belongs to several 
clubs. She is a member of Alpha Tau 
Sigma (National Education Sorority), 
the American Association of University 
Women, the Junior Auxiliary of her 
church and, of course, the Y. W. C. A. 


She is interested in drama, concert 
music, cooking, gardening, sports and 
travel and finds time for many civic and 





community activities. She has a knowl- 
edge of both French and Latin. 

The Secretary-of-the-Year is a busy 
person, and a happy one. The National 
Secretaries Association is proud that 
Miss Dryer was selected to wear the 
crown symbolizing professional excel- 
lence, personal development and general 
achievement. Miss Dryer modestly at- 
tributes these noteworthy achievements 
to the loyalty and stimulating interest 
afforded by the members of the NSA 
Chapter in Buffalo. 

Lois Anne Dryer’s formula for success 
and happiness is to be well trained for 
your position. Be a credit to your em- 
ployer, both in your manner of appear- 
ance as well as in your ability to handle 
your duties efficiently and with utmost 
integrity and loyalty. A happy outlook 
on life—both in the enjoyment of work 
and recreation—is the final note in mak- 
ing your career successful and pleasant. 








Buckeye 


/ . 
Im wanting 


me ra desk 





Know why going 
to work “after vacation 
is like meeting good 
friends? 


Cause those two helpers, 

Ribbons and Carbons, 
Should” be at 
for you To put them to work/ 


ov to really want 
me,l'm almost Two inches Tall. 
lweigh all of Five ounces. Tell 
my people in a lelfer you want 
ra pal, just as 
you'll discover a veal Work pal 


in 
| ‘BuckeyeRibbons and Carbons | 
| 7211 St.Clair Avenue, Cleveland 3, Ohio 


back 


our desk waiting 
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“TAKE A LETTER PLEASE” 
(continued from page 12) 


your letters should present an attractive 
appearance. They should be clothed in 
neat, readable type with a commanding 
but dignified letterhead. How many let- 
ters have you seen recently that violated 
these cardinal principles? 

Good letters are clearly stated, and 
present their message in a straight-for- 
ward manner, as would a personal rep- 
resentative. In fact, the personal rep may 
be cooling his heels in the outer office, 
while the president of the company has 
your letter in his hands. When he 
scrawls across the corner, “Route to Mr. 
Blank for action,” your letter is good, or 
at least it’s managed to get the idea 
across. 

Finally, good letters are good public 
relations for you and your company. 
They can win friends and customers. 
But don’t forget—bad letters can just 
as easily lose them. 

This public relations aspect is one of 
the main reasons for the prominence of 
letters in modern business. Good public 
relations have become important to busi- 
ness through the years, and progressive 
companies know that letter writing is 
a vital part of this effort. 

With these considerations, it’s under- 
standable why letters serve practically 
every need for communication, and are 
a particularly valuable business tool. 


Perhaps 50% of the nation’s business is - 


transacted in this manner. Letters can 
be one of the greatest single factors in 
business and personal success or failure. 

The strength through which good 
letters achieve their goal is known as 
“letter power.” Letters are a powerful 
influence on those who receive them. 
Great letter writers of the past have 
made men cry with grief or anger, urged 
them to battle for some great cause, or 
sent them forth to win the fair maiden’s 
hand. 

But you don’t have to read a dozen 
volumes on letter writing technique in 
an effort to develop yourself into a really 
effective ietter writer. Incidentally, those 
great letter writers of yore, literary men 
all, usually had non-business objectives 
in mind. A study of Cyrano’s correspon- 
dence with Roxanne won't help you 
much today! 

Today’s business letters are down-to- 
earth, practical, purposeful. They can 
persuade a man to do something he 
hadn't previously contemplated, they can 
make him laugh (well at least grin!) At 


The Secretary 
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a refusal of credit, or they can inspire 
him to place a larger order with your 
company. That's letter power at its pin- 
nacle! 

No, you don’t have to be a Boswell or 
Pepys to compose a good letter. Their 
peculiar styles would be hopelessly out- 
moded today. (Strangely enough, some 
people insist on using their old trite 
terms.) Even model letters in this series 
of articles will probably be as much out 
of date tomorrow as Boswell’s are today. 

A lot of people labor under the de- 
lusion that letters must be pompous in 
style. They insist on showing their eru- 
dition. You've seen old mansions with 
their ornamental “piecrust,” faded col- 
umns, and fancy cornices. Unless it hap- 
pened to be one of those rejuvenated 
Colonial mansions, it probably looked 
very much out of place beside the trim 
modern bungalow next door. That ap- 
plies to your letters too. Don’t let ego 
force you to use awkward, unnatural 
words. Keep your letters simple, clear, 
concise. Cut out the “piecrust.” 

There are a few sharply defined, easily 
learned rules for letter writing and let- 
ter form. Let’s call these rules the “letter- 
ary code,” as distinguished from the 
grand literary style. The prime purpose 
of the “letterary code” is to express one 
central idea clearly. How many of the 
billions of letters written yearly fail in 
this one important respect? How many 
busy readers must stop to grope for the 
idea in a mire of Victorian verbiage, 
read the letter two, or even three times 
before understanding it? The percentage 
is higher than you might expect. 

You can learn the simple rules for 
good letter writing without much trou- 
ble—less time and trouble than a typing 
course would be. Sift through good and 
bad examples of letter writing. Study 
them. If necessary, make a file for refer- 
ence. Fix the rules in mind. With a 
little practice, you'll be able to compose 
as neat and clear a letter as anyone. 

Good letters aren’t born — they're 
written. But good letters aren’t always 
easy to write. Take the refusal of credit 
letter, for example. Can you write a good 
one? Will the reader tear your letter in 
shreds, double his fist in anger, and dash 
off a heated return note? Or will he file 
the letter and remember your company 
for its courtesy and tact in handling a 
delicate matter? 

That's letter power! 


Next month we'll consider the “Six 
Golden Rules of Good Letter Writing.” 


The Secretary 





MODERN OFFICE METHODS 





NYLON TYPEWRITER 
RIBBON (119) 


Underwood has developed a new nylon 
typewriter ribbon for sharp, clear-cut typ- 
ing with increased wearability. A special 
nylon fabric and new ink formula are 
used. Ribbons are available in 16 yard 
lengths in black, and black and red com- 
binations, with medium and light inkings. 








RINGBOOK LABEL 
HOLDER (120) 

A new slip-on post binder label holder 
is made of .020 gauge vinylite plastic. 
Non-warping and non-curling, the unit 
has ample labeling space. A special die- 
cut feature enables it to lock posts from 
Ye to 12 inch diameter. Available in three 
sizes. 








SELECTOR AUTO-TYPIST 
MODEL 5216 (121) 

Form, collection and circularizing let- 
ters can be typed at 214 times the manual 
rate without error on the Selector Auto- 
Typist. According to the maker, savings 
of over 40% result on repetitive corres- 
pondence. For use with electric typewrit- 
ers exclusively, the Model 5216 features 
compact, space-saving design and auto- 
matic selectivity of letters or paragraphs. 


UNDERWOOD PORTABL 


TYPEWRITER (122) 

The Underwood Finger Flite Champjon 
is finished in fashion-tone grey and blue 
and has a standard size typewriter key- 
board, “See-Set” margins and “Key-Set” 
tabulation. The portable has more than 
forty improvements for easier, faster work. 











DUAL TOTAL NCR ADDING 
MACHINE (123) 


Features a carriage which moves back 
and forth automatically, adding first in 
one column, then in the other. The unit 
may be used as a regular adding machine, 
and also multiplies and divides. 
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610 Woop STREET 
PITTSBURGH 22, PA. 





Gentlemen: 
I would like further information 
on the items circled below: 
114 115 116 117 118 
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A NOVEL BY 


FHOMAS B. COSTAIN 


N < cup of the Last Supper 


a digest of the best in radio, books, movies, television and stage 


THEATRE: This fall Bette Davis deserts Hollywood 
“heavies” for her new Broadway assignment in the musical 
Two’s Company. This one should be interesting. Remember 
when she sang “They're Either Too Young or Too Old?” 
. . . If that delightful two-character play The Fourposter 
moves into your town on tour, don’t miss it. Hume Cronyn 
and wife Jessica Tandy usher you through an entire marital 
lifetime. And you'll love every decade of it. 

MOVIES: The new costume releases must have stripped 
Hollywood wardrobe departments right down to their short 
subjects. It’s hoopskirts for the girls in such adventure films 
as Caribbean and The Big Sky, while he-men John Payne 
and Kirk Douglas, stars of the respective films, go chesty 
and shirtless ( Arrow Collar Company, take note! ) : 
And high school “required reading” comes to life as Sir 
Walter Scott's Ivanhoe bursts on the screen in full battle 
array (by Technicolor, of course). This overwhelming 
pageant includes everything catastrophic but the Johnstown 
Flood . . . And watch for the silent (yes, silent) movie 
The Thief, starring Ray Milland. 

TELEVISION: The TV picture clears each Fall, with the 
better shows returning. Although the superb Celanese The- 
atre will not be with us this season, such dramatic depend- 
ables as Studio One and The Philco Playhouse will be offer- 
ing many hours of good entertainment . . . Just for laughs 
you can’t do better than Lucille Ball's “Lucy” of I Love 
Lucy, or Wally Cox's “Mr. Peepers.” 

RADIO: Still tops for two full hours of fine music is this 
Monday night quartet: The Railroad Hour, Voice of Fire 
stone, The Telephone Hour, and Bands of America. 
RECORDS: Gordon MacRae and Lucille Norman are fea- 
tured on a new Capitol recording of the Jerome Kern clas- 
sic, Roberta. Such Kern melodies as “Lovely to Look At” 
make this new recording truly lovely to listen to! ... RCA 
Victor has brought out a Boston Pops packaging of Peer 
Gynt Suites No. 1 and 2 (Greig), which deserves a place 
in your music library. 

BOOKS: Another Quo Vadis is the publisher's prediction 
for The Silver Chalice, a story of the cup of the Last Supper, 
excitingly told by Thomas B. Costain. Here is an impressive 
book that captures magnificently a bygone era ... . As a 
prologue to voting in this critical election year, I recom- 
mend an excellent little guide for effective political action 
called Handbook of Practical Politics, by Paul P. Van Riper 
(it’s only $1.95.) It answers, once and for all, that old ques- 
tion, “Why Vote?” . . . If you want the best book yet on 
American regional cooking, try Coast to Coast Cookery, 
written by newspaper food editors. More than a hundred, 
representing forty states, have contributed facts and recipes 
on the cooking in their localities. It makes for delectable, 
delicious reading. 


40 


see, hear and read 


Glew Campbell 


author of “KITTY UNFOILED” 















BOOKS: A Costain novel 
makes for fine reading. 


MOVIES: John Payne 
Invades the Caribbean. 


THEATRE: Bette Davis 
adds music. 


TV: The camera is on 


Philco Playhouse. é€ @ 
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WHY VOTE? 


Of all man’s freedoms, the right to 
vote is the most fundamental and preci- 
ous. It is, and was, worth dying for. The 
vote is the symbol of freedom above all 
other symbols. 

If you fail to vote this fall, you are 
abusing a hard-won, God-given privi- 
lege. You are belieing a trust that men 
have given their lives for three times 
in this half century. 

The right to vote is one of your most 
valuable possessions. The right of the 
vote holds for you the right to life, lib- 
erty and the pursuit of happiness. You 
cannot afford to endanger these demo- 
cratic prerogatives by failing to vote. 

Don’t belittle the power of your vote. 
You're the boss. It’s your country; you 
pay taxes and you have a right to help 
run it. Elections have been won and lost, 
including one presidential election, by 
the margin of one vote. Your vote is 
just as important and decisive as any 
other vote. 

Too often we take the negative atti- 
tude. How can my vote possibly influ- 
ence the outcome of the election? Then 
we shrug off the duty—and the privi- 
lege. Maybe it rains on election day, or 
we don’t like the candidates, or we don’t 
have a ride to the polls and it’s too far 
to walk. 

You wouldn’t dare offer any of these 
flimsy excuses to the people behind the 
Iron Curtain! It’s hard to realize how 
priceless the privilege of voting is until 
it has been taken from you. 

In the slave states there is no vote, 
except in mockery. Consequently, there 
is no freedom. The free vote is the ab- 
solute basis of freedom for the state and 
the individual. It is the firm bedrock of 
democracy. 

Your vote is doubly important, not 
only for the moral uplift it brings for 
having faithfully discharged a solemn 
duty, but because you have exercised 
your discretion as a partner in the busi- 
ness of government. By voting you indi- 
cate that you are aware of grave national 
peril; are interested in the welfare of 
the world, as well as our own country. 
For today, America’s leaders are world 
leaders. 

By your presence at the polls on No- 
vember 4, you are reaffirming the self- 
evident freedoms that every American 
holds dear. Just as your reaffirm your 
religious beliefs through church attend- 
ance, so you reaffirm your belief in your 
country by voting. 

Vote for whoever you choose. BUT 
VOTE! 


The Secretary 
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Q. What is the first thing a pros- 
pective employer is likely to notice 
about me? 


A. Your general appearance. This in- 
cludes walk, posture, bearing, clothes, 
gestures, attitude. This may be a sub- 
conscious process with him, but it counts 
heavily toward your overall chances for 
the position. Walk briskly; sit erect but 
not like a ramrod; by all means, don’t 
slouch. If you have an annoying gesture, 
get rid of it during the interview. Once 
you're in your chair, don’t fidget, no 
matter how nervous you are. Outwardly, 
you should appear calm, cool and col- 
lected. Don’t toy with things during an 
interview, i.e. pencil, jewelry, hair, etc. 


Q. Should I smoke during an inter- 
view? 

A. It has been done. If you want the 
job, better not smoke. 


Q. Should I describe my previous 
experience and successes? 

A. Yes (with reservations). Don't brag 
about your accomplishments with other 
employers. This is a sure way to lose the 
job. Do tell the employer what you can 
do, but don’t make yourself out a super- 
woman. If you can’t handle a particular 
job, admit it. You'll be in hot water later 
if you don’t. Do tell him that you’re am- 
bitious, adaptable and willing to learn. 
State why you think you can be an asset 
to his business. The important thing to 
remember during an interview is what 
you can do for the employer, not what 
he can do for you. The sum total of your 
actions, the impact of your personality, 
and your conversation will sell or unsell 
you to a prospective employer. 


Q. Should I mention salary? 

A. This is a tough one to handle— 
sometimes. You should learn during the 
course of the interview what financial 
rewards to expect if you are hired. If 
the interview nears an end and the em- 


ployer still has not mentioned salary, it 
it permissible to make a tactful inquiry. 


Q. How should I dress for an inter- 
view? 

A. Conservatively, dark dress or suit. 
Wear a minimum of jewelry, perhaps 
earrings or pearls. Use light makeup and 
a neat businesslike coiffure. Avoid flashy 
clothes or sharply contrasting colors. 


Q. Is it necessary to wear a hat and 
gloves during an interview, even in 
very hot weather? 

A. This is practically mandatory. If 
you were a man being interviewed, you 
wouldn't walk into the employer's office 
without a coat and tie. Your gloves and 
hat are a very necessary part of your 
attire. 


Q. Is it necessary to carry tran- 
scripts of grades, letters of recom- 
mendations, or other records when 
applying for a position? 

A. The best plan is to consolidate this 
information in a personal data sheet or 
outline. This need not be historical, and 
should be prepared before the interview. 
On this sheet you will list personal sta- 
tistics, education, working experience, 
group affiliations, special interests and 
hobbies and anything which you think 
might have a bearing on the position 
you are being interviewed for. The data 
sheet contains all essential background 
information which ordinarily is not in- 
cluded on the application form. Attach 
the data sheet and a photograph, if pos- 
sible, to complete the application form. 


Q. What is “my clue” that the in- 
terview is concluded? 

A. The interview is over when both 
you and the employer have discussed the 
position from all necessary angles. Usu- 
ally, it will end when the “question-and- 
answer” period is concluded. Remember 
that the interviewer is probably a very 
busy person and doesn’t have time for 
small talk about your Aunt Suzy’s cats 
or last year’s vacation. Don’t forget to 
thank the interviewer for his time, and 
leave with a smile and a cheerful good- 
bye. 

Q. Is it wise to follow up on an in- 
terview, or should I wait for the em- 
ployer to contact me? 

A., Wait for a reasonable period of 
time, say ten days to two weeks. If you 
haven't been contacted by that time, you 
may call the employer to inquire wheth- 
er he has reached a decision regarding 
the position for which you were inter- 
viewed. 


Address your questions to: THE SECRETARY, 610 Wood Street, Pittsburgh 22, Pa. 
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look where you're going 
(continued from page 23) 


Nature has provided the Pacific Northwest with endless 
vacation treats, some better known and more popular, de- 
pending on their accessibility. One of the favorite resorts is 
the massive, luxurious Timberline Lodge, tucked away in 
the clouds on the high slopes of Mt. Hood, highest point in 
Oregon but relatively close to Portland. Dress at Timberline 
is informal, active and spectator sports clothes deemed most 
essential for the sports season, which happens to be all 
year long. Things to do at Timberline in the fall include 
golfing, mountain climbing, riding, dancing, plus other eve- 
ning entertainment. Portland is only 63 miles away and 
there are connections available on all major railways and 
airlines. Rates for room with bath start at $10 daily, with- 
out meals. 

California has worked the enjoyment angle to such a de- 
gree that no one has to travel very far to find a favorite 
sport or recreation. The Monterey Peninsula, one of the 
beauty spots and justly famous for its spring-like climate, can 
be reached in about three hours by rail from San Francisco. 
Resorts here are apt to take on the character of a sophisti- 
cated playground, while picturesque Carmel attracts writers, 
artists, dramatists and other creative persons seeking recre- 
ation and change. Sports and more sports are in order at 
the famous Del Monte Lodge on Pebble Beach, with 20,000 
acres of forest, seashore and mountains on which to play. 
Single room rates run from $15 minimum daily with meals. 
Favorite season at Yosemite National Park is the autumn, 
in its spectacular dress of fall coloring and spicy air that 
give added zest to the popular outdoor activities of riding, 
hiking through the High Sierras, cycling, tennis and golf. 
Major evening attraction is the traditional firefall from the 
edge of Glacier Point on the rim of Yosemite Valley, 7,214 
feet above sea level, and visible from the Ahwahnee Hotel 
and most open areas in the eastern end of the Valley. Spe- 
cial three-day, all-inclusive fall tours between September 
14 and December 1 offer comprehensive sightseeing of 
Yosemite; and include lodging in Yosemite Valley for two 
nights and meals, starting with dinner the first day and con- 
cluding with breakfast the third day. Rates per person, in- 
cluding single room with bath, at the Ahwahnee, $58.50; 
at Yosemite Lodge, $41.50. Round trip from San Francisco 
to Merced by rail (point of tour origin) is $4.85. 


Permanize Your Valuable Papers! 


At an amazingly low cost, we preserve in Plastic 
your important papers and documents in a tough, 
transparent, laminated plastic, which will never 
stain, tear, crease, or change color. 
You can “permanize” items such as:—Press Clip- 
pings, Sales Brochures, Literature, Photographs, 
Identification Cards and all important Office, Per- 
sonal and Professional Records. 

The mae permanizing { Up to : ms 3 ie = po 

tarnish ” 10 x 12 — 75c each 

Special reduced prices for all sizes on 
orders of 25 or more. 

Please send payment ... Orders promptly filled 

LAMINALL PLASTICS COMPANY 


11-42 — 46TH ROAD 
LONG ISLAND CITY 1, NEW YORK 








The desert resort of Palm Springs presents a fall possibil- 
ity for those in the Los Angeles area. It won't be the smart 
winter season, but special advantages, such as lowered hotel 
rates, will contribute to a pleasant yet inexpensive weekend, & & 
with every imaginable recreation and convenience, for well 
under $50 per person, including rail transportation, at the 
Del Tahquitz Hotel. Try the luxury treatment at the fabu- 
lous Santa Barbara Biltmore, a Spanish, low rambling struc- 
ture, directly on the Pacific with mountains for background 
and a steady stream of activities and scenes to enjoy. 

Early booking—even for a short jaunt—is more than a 
~ ‘es It’s a necessity. So is travel—if only for a week- 
end. 


(NOTE: Taxes when applicable, have not been included.) 


One-time Carbon Gos 


Speed 
Or. Accuracy 
Economy 


Manufactured in our own plant on our new up to 
the minute high speed 3 color 


ROTARY PRESS & COLLATOR 


by workmen with skill and experience in operating 
them to insure you fast delivery and 
top quality work. 


30 to 60 DAY DELIVERY 


OR LESS 
a 


Quotations and Samples 
on Request 


Mark J. Griggs Co. 


215 South Central 
PARSONS, KANSAS 


FORMS 





Phone 58 


The Secretary 








PITTSBURGH 


City of Mighty Muscles and Men of Steel. 

City of Brains and Brawn. 

City of Many People, and Many Colors, 
and Many Creeds. 

Jew and Gentile, Catholic, 
Pole, Czech and Irish. 

All Part of a Vast Melting Pot which is 
Part of America. 

This is Pittsburgh. 


City of Mellons and Carnegies and Kaufmans, 
of O’Rourkes and Jones and Colinskis. 

City of Towering Spires, Commercial and 
Industrial Mammoths, Man-Made, Glittering 
in the Sun, Flashing at Night with the Light 
of a Hundred Thousand Electric Stars. 

City of Squat Hovel Wasteland and Wandering Men 
and Painted Ladies and Garish Taverns. 

City of Mountains and Hills and Rivers and Neat 
Suburbs, and Long Rows of White Clapboard Houses. 

This is Pittsburgh. 


City of Lusty Men and Women, with Lusty Thirsts. 

City of Bars and Brawls and Knife-Cuttings. 

City of Two-Fisted Men and Cheap Gin and Rough 
Red-Lipped Women with the Feel of Hot Steel in 
Their Veins. 

City of Gamblers and Policy Rackets and Jails 
and Judges. 

City Called “Steeltown,” Rough, Vulgar, Sweaty, 
with Bulging Biceps and Gnarled Fists. 

This is Pittsburgh. 


City of Churches with Stained Glass Windows and 
Organs and Pealing Bells and Worship. 

City of Preachers, Priests and Rabbis. 

City of Solemn Men and Women with Furrowed Faces 
Who Kneel and Pray. 

City of the Big Heart and Ready Purse. 

City that Lost Men to Verdun, Okinawa and Seoul. 

City that Leans on Love, Engenders Hate, Yet Despises It. 

City of Hope, Aims, Universal Desires. 

This is Pittsburgh. 


City of Many Bridges, Butressed Steel and Concrete 
Spans Over the Three Rivers. 

City of Sidewheelers and River Men and Coal and Cargoes. 

City that Moulds Men and Makes Steel by Millions of Tons. 

City of Scientists and Bosses and Laborers and Skilled 
Workers and Office People. 

City of Unions and Colleges and Hospitals and Charitable 
Institutions. 

City of the Roaring Red Big-Bellied Open Hearth and Tall 
Clean Smokestacks and Department Stores and 
Gleaming Highways. 

City Called the “Workshop of the World’—Muscles of 
the Nation, Flexed and Strong in Peace and War. 

Hub City of a Million Souls, Commercial and Industrial 
Giant, Historic Land. 

City that Heaves and Changes and Grows, City of Progress. 

This is Pittsburgh. 


The Secretary 





CHEF SPECIALS 


Just two short recipes, but they'll give you an insight 
into the type of things you'll find in future issues of THE 
SECRETARY. These two have been recommended and pre- 
pared by a top flight dietician, who conducts those interest- 
ing cooking schools for a leading gas company. We plan on 
giving these culinary hints to you in a fuller, and of course, 
a more broadened form when we announce the appoint- 
ment of a dietician to our staff of writers. 


Barbecued Spareribs 

These have made cooks famous. If you like your barbecued ribs a 
little hotter, add a few drops of Tabasco— 
3 to 4 pounds ribs, '’, cup Worcestershire sauce 

cut in pieces 1 teaspoon chili powder 
1 lemon 1 teaspoon salt 
1 large onion 2 dashes Tabasco sauce 
1 cup catsup 2 cups water 

Place ribs in shallow roasting pan, meaty side up. On each piece 
place a slice of unpeeled lemon, a thin slice of onion. Roast in hot 
oven (450°) 30 minutes. Combine remaining ingredients; heat to 
boiling and pour over ribs. Continue baking in moderate oven 
(350°) until tender, about 45 minutes to 1 hour. Baste ribs with 
the sauce every 15 minutes. If sauce gets too thick, add more water. 
Serves 4. 

Green Beans Superb 

There’s a superb sauce poured over that absolutely makes you 
forget you've had green beans so often— 
2 tablespoons chopped onion 1% teaspoon paprika 
1 tablespoon chopped green 1 cup top milk 

pepper 14 cup bean liquor 
3 tablespoons fat 1 pimiento, chopped 
3 tablespoons enriched flour 14 cup grated American cheese 
1 teaspoon salt 2 cups hot cooked green beans 
Pepper 

Cook onion and green pepper in hot fat until onion’s golden. 
Add flour and seasonings; blend. Gradually add milk and cooking 
liquor from beans; cook over low heat until thick, stirring con- 
stantly. Remove from heat. Add pimiento and cheese; stir until 
cheese melts. Pour over beans. Serves 6. 











MILLERS FALLS 


EZERASE 


an amazing new paper 







Because you take pride in typing and send- | 
ing out clean, attractive letters you'll love — 
MILLERS FALLS EZERASE. You see EZE- 
RASE has a new patented surface that makes 
it easy to correct typing mistakes. A regular 
pencil eraser does the trick .. . the words 
brush off so quickly, so clean, leaving no 
smudge, no muss—no messy surface mark- 
ings. 
SMOOTH—Easy Typing 
QUICK — Clean Erasing 
Write for free book of test sheets 
including the three standard bond 


weights and the Substance 9 onion 
skin weight. — 


MILLERS FALLS PAPER COMPANY = 
MILLERS FALLS, MASSACHUSETTS 2 
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NATIONAL SECRETARIES WEEK 


(continued from page 30) 


This meeting was the nucleus of what 
gradually evolved into National Secre- 
taries Week. It was marked by a feeling 
of cordiality on all sides plus a benign 
wish to do right by hitherto unhonored 
ladies of American business. This feel- 
ing spread in ever-widening ripples clear 
across the nation. It was motivated by 
the genuine respect that most bosses 
feel for their alter egos. 


Across the country, enthusiastic NSA- 
ers working closely with their local Dic- 
taphone chairmen, laid siege to the bat- 
tered desks behind which sat battered 
city editors. Hardened editors rose from 
their calloused haunches during National 
Secretaries Week and with a soft light 
in their eyes, assigned reporters to get 
the story. Virtually every paper in the 
country splashed the news across its 
pages. Editorial writers seemed happy to 
switch from the hurdy gurdy of national 
politics and the colossal boredom of 
local issues, to come out in favor of sec- 
retaries. Many an editorial -was bright- 
ened by a literary salaam to the NSA 
and to the work of the CPS. 


Radio and TV coverage was very 
good. Mike shy secretaries were lured 
into broadcasting studies and asked to 
tell all. In 40 cities bosses and secretaries 
were interviewed together. And, as 
ladies sometimes will, the secretaries 
spoke their minds about the boss. So 
that Allah should be praised, they also 
said some nice things about him. Occa- 
sionally, bosses got caught with their 
chivalry down and drew a bead on their 
secretaries but the bouquets that were 
flung far outnumbered the brickbats. By 
the week’s end, secretaries who had once 
looked timidly into the TV camera were 
facing it down with a nonchalant stare. 
Small surprise—for over 104 radio and 
37 TV programs had thoroughly delved 
into the business relations problems be- 
tween boss and secretary. 


On the network level, the sudden 
woosh of big names eager to get in on 
the Week, could be heard coast to coast. 
Bing Crosby dedicated his half hour pro- 





gram to the Week, making much fuss 
over the NSA. His guest star, Judy Gar- 
land, played the role of a secretary, so 
well, in fact, that it made listeners wish 
that the singing of songs could be in- 
cluded in the CPS exam! On TV, Red 
Skelton, Joe DiMaggio and the Lucky 
Strike Hit Parade all keyed their pro- 
grams to the theme: The First Ladies of 
American Business. 

During the Week, Dictaphone ran 
spreads in The Secretary, Charm, Glam- 
our, Time, and Today's Secretary. So did 
a host of other firms including Reming- 
ton Rand, Underwood, IBM, Royal, in 
fact virtually every company that felt it 
owed its success to secretaries One ad, 
entitled, “Memo to Miss Brooks,’ was 
penned by Don Brice, Dictaphone’s ad 
director. It was a glowing tribute to sec- 
retaries and explained the significance 
of the Week and the Day. 

When it was over and the last story 
had been written and the last radio and 
TV set had been switched off, the silence 
was deafening. In this calmer period, it 
was possible to see the first National 
Secretaries Week in perspective. By it- 
self, it was a success. More importantly, 
from the NSA angle it helped to create 
a keen public awareness of the Associa- 
tion and the women who comprise it. 


WABBWBeeBeVeBeBBeBBBe BeBe BeBe 


Change of Address 


Four weeks are required to effect a 
change of address. To insure uninter- 
rupted delivery of your copy of THE 
SECRETARY, please advise the publisher 
or NCA National Headquarters in ad- 


_ vance of moving. Some members have 


not been receiving their copies regularly, 
due to lack of change of address notice. 

If you, or any member of your chap- 
ter, are not now receiving copies regu- 
larly, please notify the publisher at 610 
Wood Street, Pittsburgh 22, Pa. 

Such notification may be made by let- 
ter or by post office form No. 22-S, giv- 
ing the old address as well as the new, 
with postal zone number. 








CLASSIFIED ADS 











SECRETARY, with advertising, sales 
background, education and direct mail 
correspondence. Advantage for job se- 
curity. Top salary and opportunity. P. O. 
Box 869, Alliance, Ohio. 





“The most entertaining book yet writ- 
ten for secretaries, about secretaries.” 
Don’t miss this. Supplies limited, auto- 
graphed by author. Details from Box 94, 
THE SECRETARY. 





Red-pencil this ad and show it to your 
boss: “Shareholder Relations’—the new 
management science. Lucid and interest- 
ing, a necessity for every business li- 
brary. Requisite for good management- 
shareholder-public relations. 117 pages, 
red cloth bound, illustrated, charts, 
graphs and tables. Details from Box 97, 
THE SECRETARY. 





Experienced free-lance writers wanted 
for assignments by expanding national 
publication. Details from Box 99, THE 
SECRETARY. 





EFFECTIVE LOW-COST ADVERTIS- 
ING: Use the classifieds in THE SEC- 
RETARY for buying and selling, ob- 
taining employment, and many other 
purposes. Rates 1Sc a word, $2.50 mini- 
mum charge per insertion. Address THE 
SECRETARY, 610 Wood Street, Pitts- 
burgh 22, Pa. 








THANKS 


To each chapter in our Association 
that made a contribution to thé Shop- 
ping Mart, and to each and every mem- 
ber who gave so generously of her time 
to make this project the success which 
it was, I am very grateful. 

My special thanks to those who served 
as sub-supervisors, and to Manetta Wat- 
son for serving as General Chairman of 
the Mart during the Convention. 

Yes, my friends, cooperation is the 
keynote to success. YOUR cooperation 
had made the Shopping Mart a financial 
success on behalf of the NSA Home 
Fund. Thank you very much. 


Lilyan Miller 
Northeastern Vice-President 


The Secretary 
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THE VERY LATEST IN QUALITY CARBON PAPER 


Made Especially to Simplify Your Carbon Paper Purchases 


Ist: 


2nd 


3rd: 


MAIL TODAY 
PLEASE 


THANKS 


Kee Lox NEW CLEAN Carbon Paper 


BONE CLEAN. Will not rollmark on any machine. Copies will not rub, easy erasure, makes 
5 copies on 24-lb. legal paper. Tops for Accountants or for Executive or Drafting Depts. 
where positive cleanness is a must. Once used, all other kinds are positively out. 


New Medium Finish 


NON-GREASE. Sharp, yet black print and from 8 to 12 copies depending on paper used. 
This Carbon is perfect for regular Correspondence Depts. or for all systems of Purchasing 
or factory orders where medium weight white or colored forms are used. This carbon is 
exceptionally clean; also, the black coating on the paper will outwear the tissue it is on 
and that tissue is the strongest made. 


New Strong Finish or 20 copy Carbon 


for S.S. Bills of Lading, Export Invoices or where 12 to 20 Copies are a necessity. Some 
firms are making 25 Copies at one operation on an I.B.M. Machine. IF used on Standard 
Typewriter with hard platen 20 copies can be made at one time if 10-lb. glazed finish 
Onion skin tissue is used. This carbon paper is superior for manifolding on all soft or 
manifolding tissues. 


Acquaint yourself with perfect Carbon. We will send Free 6 sheets #1 
Bone Clean Carbon; 6 sheets #2, The Perfect Economy Carbon; and 12 
sheets #3, The 20 Copy Carbon, if a Purchasing Agent or Secretary will 
sign the Coupon below. Samples sent in our New Patented Kopy Aligner Box. 


Kee Lox Mfg. Co., Rochester 1, N. Y., U.S. A. OME 3 


Please send Free, without any obligation, samples as above to: 


Firm 





Street 





City State 








Signed Title 


-——-------------- + 





you have ever used. 


it’s better and longer lasting than any ribbon 


INKED RIBBONS « CARBON PAPERS + UNIMASTERS + DUPLICATING SUPPLIES 


“lL your local PANAMA-BEAVER MAN... aluays 2 Lie wite > 


ATLANTA, The Tidwell Company AURORA, Panama-Beaver, Inc. BALTIMORE, Coronet Carbon & Ribbon Co. BATON ROUGE, Kuhlmann Office Supply 
BEAUMONT, Vondersmith Co. BIRMINGHAM, Kime Carbon Company BOSTON, Manifold Supplies Co. of Mass. BUFFALLO, Century Carbon Co. CHAT- 
TANOOGA, Panama-Beaver, Inc. CHICAGO, Panama-Beaver, Inc. CINCINNATI, Panama-Beaver, Inc. CLEVELAND, vw" ge | Co. COLUMBIA, S. C., 
A. Hines McWaters COLUMBUS, Panama Carbon Co. DALLAS, Panama Carbon Co. DAVENPORT, Panama Carbon Co. DENVER, Commercial Products 
Co. DES MOINES. Panama Carbon Co. DETROIT, Panama Carbon Co. EL PASO, Office Supply Company EVANSVILLE, Panama-Beaver, Inc. FORT WAYNE, 
Panama-Beaver, Inc. FORT WORTH, Mayton & Roddy HARRISBURG, Coronet Carbon & Ribbon Co. HOUS TON, Benson Carbon & Ribbon Co. 
HUNTINGTON, Huntin Mo Typewriter Co. INDIANAPOLIS, Panama- Beaver, Inc. JACKSON, Standard Stationers JACKSONVILLE, €LA., The Rushton 
Company KANSAS ‘CI Panama-Beaver, Inc. KNOXVILLE, Panama-Beaver. Inc. LOS ANGELES, Wilson’s Carbon Co., Ltd. LOUISVILLE, Panama- 
Beaver, Inc. MARQUETTE, Upper Peninsula Office Supply Co. MEMPHIS, Panama-Beaver, Inc. MIAMI, Panama Carbon Company MILWAUKEE, 
Panama-Beaver, Inc. MINNEAPOLIS, Panama Carbon Co. MOBILE, Office Supplies, Inc. MONTREAL, CANADA, Stencils Ltd. NASHVILLE, Panama- 
Beaver, Inc. NEW ORLEANS, Panama-Beaver, Inc. NEW YORK, Mutual Ribbon & Carbon Co. NEWARK, Wm. H. Coleman Associates OKLAHOMA 
CITY, Branham’s, Inc. OMAHA, Panama Carbon Company PATERSON, Wm. H. Coleman Associates PEORIA, Panama-Beaver, Inc. PHILADELPHIA, 
Carbon & Ribbon Service PITTSBURGH, Panama Carbon Co. PORTLAND, Simmons Carbon Co. RICHMOND, Cole, Harding & James, Inc. ROANOKE, 
Caldwell Sites Co. ROCKFORD, Panama-Beaver, Inc. ST. LOUIS, Panama-Beaver, Inc. ST. PAUL, Panama Carbon Co. SAN ANTONIO, Paul Anderson 
— SAN FRANCISCO, Panama Carbon Co. SOUTH BEND, Panama-Beaver, Inc. SPOKANE, Imperial Carbon Co. TAMPA, Stallings-Jenkins Co. TERRE 

AUTE, Panama- Beaver, Inc. TULSA, Panama Carbon Company WASHINGTON, Coronet Carbon & Ribbon Co. WAUK EGAN, Panama-Beaver, Inc. 
WICHITA, Panama-Beaver, Inc. WINNIPEG, CANADA, G. R. Bradley & Co., Ltd. TORONTO, CANADA, Stephens Sales, Ltd. 











